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Clothes by Kasper of Arnold & Fox. Bridal 
Shower Decorations & Gifts by Dennison. 


And no wonder— electricity 

he work — help Saas 9 . 

(Me wor —nheips today s smart 
women of letters turn out such 
truly beautiful work in s 

time, with so little effort and 


pleasing to the boss. 
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Remington Rand salutes the Secretary. 


of g-) an To ho) Vaal-la lor. 1a ml = 101-7 131-11 during National Secretaries Week, April 24 — 30. 
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**Afternoon Blur’’—otherwise known as 


Eye Fatigue— is familiar to everyone whose job 





involves long sessions of typing and paper handling. 
Few offices are without this ‘optic ogre’’ that reduces efficiency 


and accuracy ... runs haywire with office costs. 


PANAMA-BEAVER solves this problem... 
keeps production in full swing from 9 to 5 
with a complete line of products engineered 
for better vision! 

Take the new EYE-SAVER Uni-Master for 
spirit duplicating. Fuller-bodied, uniformly 
coated, it now comes in a soft, glare-free 
tint that relaxes the eyes, relieves harsh 
contrast, permits faster work, 
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Coast to Coast Distribution — 


ANIFOLD SUPPLIES CO., — 
z Street, New York 6, N.Y. | 


And you'll find the same scientific ‘Vision 
Engineering” in all PANAMA-BEAVER 
products, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons 
that harmonize with all papers and letter- 
heads. 

MAIL COUPON BELOW TODAY and dis- 
cover what PANAMA-BEAVER “Vision 
Engineering” can do in your office! 


lel re ee ee | 
i 
MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 


Gentlemen: 


Please have the Panama-Beaver representative show me 
how ‘Vision Engineering’’ can increase production ond 
cut costs. 


Name 


Company Name 





Company Address............. 
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>» our Cover—A pouf of lustrous or- 

ganza adds a gay confectionary touch 
to this pretty Easter bonnet. Yet, its sim- 
ple styling will flatter your favorite out- 
fits right on into summer. It comes in Jus- 
cious pastels (especially pretty in all pink) 
plus black, navy, white, and beige. Price 
is an easy-on-the-budget $5, at Macy's 


New York. 
Swingline Scholarship Contest 


SWINGLINE, SPEED Propucts Co., 
manutacturers of the Tot-50 Stapling Kit 
for school and home fastening, is award- 
ing a $3,000 scholarship (to cover four 
years of college ) to the high school stu- 
dent who can give the best reasons for 
wanting a college career—written in 
500 words or less, under the title, “Why I 
Want to Go to College.” In addition to 
the first prize, there will be 100 Region- 
al Honorable Mentions. 

Judges will look for a combination of 
the best personal and civic reasons why 
a student wants to go to college. 

Contestants can obtain entry blanks 
trom stationery, variety, and department 
stores. Or, send a self-addressed enve- 
lope to Swingline College Contest Board, 
32-01 Queens Boulevard, Long Island City 
1, New York. The competition closes 
May 30, 1955. Decision of the judges 
will be announced on, or before, June 
30, 1955. : 

Winning entries will be chosen by 
Dorothy Gordon, moderator of the New 
York Times Youth Forum; Ed Sullivan, 
MC of Toast of the Town; Marjorie 
Deane, associate editor, Look Magazine; 
Charles Silver, president, New York Board 
of Education. 


Neither Rain Nor Snow... 


AFTER READING last month’s TS article 
on secretaries in education, “Going to 
School for Pay,” Cary Eirich was inspired 
to write us of one of her earlier expeti- 
ences as a secretary in education. 

The town where Cary worked at that 
time was snowbound for a week. 
kindergarten teacher had gone out @ 
town for the week end and was unable 
to return. So, for that week, Cary taught 
kindergarten. She says the experience wa 
challenging but nerve-racking, and “. .: 
for some reason, I have never had the 
desire to become a teacher.” : 

Today, Cary is secretary to the pres 
dent of Colorado State College of Educ 
tion in Greeley, Colorado . . . “the ki 
of job every secretary dreams of.” 
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Now Marie's days are 


fun...yours can be, too ! 





— 












































| 
| 
h 
n- 
it- 
S- 
k l In days before TIME-MASTER* came, Marie was in a 2 Then he discovered Dictaphone TIME-MASTER. Now 
ce tizzy « Her boss would call her to dictate when she she’s heady with joy, ’cause Boss works when he wants. 
ys was wildly busy +« Or keep her overtime. Though She types when she is ready. She doesn’t mind hard 
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HAVE YOU A 


Pencil Problow? 


Does your present writing pencil 
wear down too quickly, snap too 
easily, or mark too lightly? 


Are you using a kind of colored 
pencil ill-adapted to your work? 


Are you having trouble finding 
the right pencil for some special job? 


Whatever the problem, 
write to our ~ 


PENCIL ADVISORY SERVICE 


At one time or another, we've 
been asked almost everything about 
pencils. 


If we don’t know the answer, we 
have our own research laboratory 
to find out. 


From our many kinds, qualities, 
degrees, and colors of writing, draw- 
ing, sketching, marking, - coloring, 
copying, shorthand, charcoal, car- 
penter, moisture-proof, and other 
specialized pencils we can almost 
surely pick the one best suited to 
your purpose ... tell you why we 
recommend it...and send you sam- 
ples to test in your own hand. 


Just write on your company letter- 
head. Explain your problem. We'll 
be glad to help. 


Pencil Advisory Service, H-4 


EAGLE PENCIL COMPANY 
703 East 13th Street, New York 9, N.Y. 








ESSIE: The experts and I wish you 

a joyous Easter. And since it seems 
the season for new things, we hope it 
brings many bright beginnings of pleas- 
ant things to you! 

Speaking of bright beginnings, here’s 
a reader beginning the spring season with 
a brand-new typewriter. That wouldn't 
seem to be a problem, but it looks as 
though the young man requires Doctor 
Lloyd’s expert advice. He writes, “I have 
been asked by my boss to select any 
manual typewriter that I want. I’ve used 
one particular make of typewriter for 
years, but I’ve been advised by some of 
my friends that certain other makes are 
better. Now, I don’t want to put you on 
the spot, but I would like the benefit of 
your long years of experience to help me 
choose the best and most-wanted manual 
typewriter in operation. I don’t want to 
‘goof’ this wonderful opportunity!” 

Lioyp (typewriting): It has often been 
said that “the differences among machines 
of the same make are greater than the 
differences in different machines.” Which 
is to say, you should select the typewriter 
with which you personally will feel the 
most confident, without letting anyone 
else’s judgement influence you. 

As I look around the machines in our 
own office, I notice that hardly any two 
adjacent typewriters are of the same 
make. In so far as possible, we permit 
employees whatever make of typewriter 
they wish when it is time for replace- 
ment. We make no attempt to standardize 
on machines in our office. Popularity is 
not the main feature of the typewriter, 
as popularity comes and goes. Accord- 
ingly, 1 think that you should try several 
different typewriters and pick the one 
with the touch and mechanical features 
you find most comfortable and conven- 
ient. I would suggest that you shoot for 
an electric, if you can. They are infinitely 
superior to manual machines. 
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e Tessie: Miss Hutchinson, I’m sure 
you can help this young lady. She says: 
“I gave my sister-in-law personalized 


stationery for her birthday. Instead of 


having the stationery imprinted Mrs. John 
Brown, I had it imprinted Mrs. Mary 
Brown. She wrote me a note on the sta- 
tionery, and on the letterhead she crossed 
out her own name, Mary, and inserted 


TODAY’S SECRETARY e April, 1955 


her husband’s given name instead. Near 
the correction, she wrote, ‘I’m not a 
widow.’ 

“Is there a set rule on this question? 
Please let me know which name I should 
have used and whether use of a married 
woman’s given name indicates that she 
is a widow.” 

Hutrcuinson (business English): So- 
cially, both married women and widows 
are preferably addressed by -their hus- 
bands’ given names or initials. In busi- 
ness, a Woman very often is addressed by 
her own given name plus her husband's 





surname because her business and legal 
signature reads that way. Socially, how- 
ever, the same woman should use _ her 
husband's given name. 


e@ Tessie: Mrs. Strony, it appears that 
even experienced secretaries have their 
problems. This one writes, “I am secre- 
tary of a department and work under 
both the manager and assistant manager. 
I have worked for more than fifteen years 
and feel this qualifies me to train and 
supervise any additional personnel in of- 
fice procedure. 

For example, a clerk-typist was recent- 
ly added to the department, and I feel 
that responsibility for this employee 
should fall under my jurisdiction. How- 
ever, the assistant manager is rather ag- 
gressive and enjoys his authority to give 
orders, even though he lacks knowledge 
of many matters pertaining to office pro- 
cedure. How can I tactfully convey to 
him that he is undermining his title by 
bothering with details that are usually 
handled by a good secretary? The young 
lady who is assisting us is not trained in 
the skills of a secretary, nor is she making 
any attempt to acquire this training in 
evening classes. Yet the assistant man- 
agers actions help to place her in a 
secretarial capacity without her having 


secretarial qualifications. How can I 
overcome this situation?” 
Strony (secretarial practice): Your 


problem is a familiar one. I would say 
about ten other secretaries have posed 
similar problems recently. + 

You are correct. The responsibility for 
the clerical-typist just recently added to 
the department should fall under your 
jurisdiction. The difficulty always seems 
to be that the person in charge of the 
department fails to make it clear to his 
assistants just who has what responsibil- 
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Questions on 


Business English 
Secretarial Practice 
Business Law 
Bookkeeping 
Typewriting 
Business Arithmetic 
Shorthand 


a 


ity. In other words, your employer, the 
department manager, should have called 
a brief meeting between you, the assistant 
manager, and anyone else in this setup to 
explain the scope of each person’s posi- 
tion. Since this was not done, you might 
want to suggest to your employer (at the 
proper time) that you feel you could 
relieve Mr. Assistant of much of the 
clerical routine if he would give the 
clerical assignments to you and let you 
delegate that work. 


Experts 





e Tessie: Mr. Zoubek, a teacher writes, 
“Is it permissible for students in both 
Shorihand I and Shorthand II classes to 
write across the page instead of down the 
columns? If it is, would you please tell 
me the advantages and disadvantages of 
both methods.” 

ZouBEK (shorthand): It really does not 
make a lot of difference whether students 
write across the page or in column ar- 
rangement on the notebook page. For 
most persons who write normal-sized out- 
lines (about the size of those shown in 
the textbooks), it is easier, and therefore 
better, to write in two columns, since 
much less hand movement is required. 
But persons who write huge notes will 
find it easier to write straight across the 
page, because their handwriting is large. 
Your recommendation to your students 
should depend on the normal handwrit- 
ing size of the individual student. 








@ Tresste: Doctor Hanna, a_ reader 
writes, “In typing our company balance 
sheet, I came across this item, “Invento- 
ries, at cost (first-in, first-out method).’ 
What does this mean?” 

Hanna (bookkeeping): Under the 
“first-in, first-out” method of inventory 
calculation, it is assumed that the first 
items purchased are the first sold; and, 
conversely, the items on hand are the last 
items purchased. In determining the value 
of the inventory, the last price or prices 
paid would be used. 

For example, assume that two ship- 
ments of an item were received during a 
fiscal period. A unit price of $1.10 was 
paid for the first shipment, and a price of 
90 cents for the second. Any items re- 
maining in inventory would be considered 
as having been in the second shipment 











Heres 4 Bargain Jhat Pays Off! 











SHOWN: 12-section TU Rack with JOG- 
GER. Rack is $16.50—Jogger $10.00. 
(7 other Racks from $10.00 to $25.00) 


3,500 sheets an hour easily gathered 
by one worker without fatigue. Evans 
Gathering Racks are GUARANTEED to 
give quicker and more accurate results 
than any other collating aid on the 
market. 


Racks are aluminum, in vertical or 
horizontal models, with 6, 12 or 18 
sections. Each section holds 500 sheets 
at inclined angle. Non-skid in use, 
racks collapse for setting aside. 





For Factest COLLATING Ever Done 


See Your Dealer or Write: Evans Specialty Co., Inc., 415 N. Munford St., Richmond 20, Vo. 





with every 
Evans 


GATHERING RACK 


you get FREE 


Facky -Kenger 


Finger-tip Moistener 








x 














JOGGER, aluminum, fits end of any 
TU (horizontal) Rack. Gathered sets are 
dropped criss-cross into Jogger. As 
hand lifts forward to resume gather- 
ing, handle is tapped—and sets jog 
neatly for removal. 


* TACKY-FINGER is an amazing new 
product—superior to wet sponges, etc. 
Stainless, greaseless, odorless—it elim- 
inates paper-fumbling. Should be on 
every desk. Box of 12—$6.00. 











THIS js 
an [ARGC 
FASTENER 


the basis 
of better 
filing... 





The Acco filing system is based on the 
famous slogan that “Bound Papers Are 
Safe Papers.” The Acco Fastener, alone 
or in Accobind Folders or Accopress 
Binders, keeps all related papers together 
— correspondence, invoices, etc.— neatly 
but securely bound in loose leaf style. Let 
your stationer explain the Acco “file 
and find” sys- 
tem and you'll 
never use any 
other. 





ACCO PRODUCTS, INC. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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COPY- 
"7 HOLDER 


convenience 


@ all-metal — 
one piece 


@ nect, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient 
typing. 

Designed so it will hold even a heavy 
book without tipping. Made of heavy-gauge 
steel with soft grey finish. Size, 7” wide, 
94” high, 5” base. So low in cost... you 
can afford one for every typist. 

ORDER NOW by mail if not available 
from your stationer. 


BANKERS BOX COMPANY 


Moker f Liberty ® ] eae Proce 


720 S. Dearborn Street + Chicago 5, Illinois 
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and thus valued at a cost of 90 cents. 


This method of inventory valuation is 
frequently used when perpetual inven- 
tory records are kept and when the value 
of the inventory item fluctuates markedly. 


e@ Tessie: Doctor Rosenberg, this young 
man has a query for you. He says, “A 
friend of mine bid on goods put up for 
sale at an auction. After the goods were 
‘knocked down’ to him, he learned that 
the auctioneer had resorted to by-bidding 
in order to raise the bid. He refused to 
accept the goods or to pay for them. The 
auctioneer claimed that title had already 
passed to my friend and that he could 


not withdraw from the sale. Was the 
auctioneer correct?” 
Rosenserc (business law): The auc- 


tioneer was wrong. By-bidding in order 
to raise the price is unlawful; and the 
buyer, under such circumstances, may 
treat the sale as fraudulent. A contract 
resulting from fraud is voidable at the 
option of the injured party. 





@ Tessie: Mrs. Strony, several of our 
readers have asked this question. How 
long should an employee stay on a job 
when he doesn’t think that he likes it? 

Strony (secretarial practice): Most 


consider six months a_ fair 
probationary period. This amount of time 
gives the employee a chance to see if he 
is interested in the work and the com- 
pany an opportunity to see if the em- 
ployee is going to adjust to the job. Of 
course, it is always well for the job 
secker to give a great deal of considera- 


companies 





tion to the matter before accepting a job. 
One should not jump at the first job of- 
fered. It costs a great deal to “break in” 
a new employee; and, in fairness to the 
company as well as to the worker, all 
points should be weighed carefully be- 
fore a job is accepted. After a job has 
been accepted, it is important to realize 
that it takes a while to get accustomed to 
a working situation and that what may 
be questionable at the end of two months, 
may be entirely to the liking of the em- 
ployee at the end of six months. That is 
why I believe one should wait six months 
before making a definite decision. 


e Tessie: Miss Hutchinson, this young 
secretary has two questions. She says: 
“A man called and asked me to tell my 
boss that he would like the report back 
that he lent to my boss and his assistant. 








I started to leave a note on my _ boss's 
desk saying, ‘Please return the report that 
either you or Mr. Jones (has or 
have?).’ I got around it by saying , 
‘that either you or Mr. Jones borrowed’ 
Which form should I have used and why? 

“Another problem is the word worth. 
while. In every dictionary that I have 
looked in it is hyphenated. In the up. 
abridged Webster's Dictionary, the onh 
place it is two words without the hyphen 
is once, and there it reads, ‘Predicatively. 
worth while.’ But as a noun and adjective 
Webster shows it hyphenated. How can 
it be used as a noun?” 

Hurcuinson (business English): When 
one subject of a verb is singular and thy 
other is plural, the verb agrees with the 
subject nearer it. Thus your sentence 
should have read: “Please return the re. 
port that either you or Mr. Jones has,” 

Worth-while (written with a hyphen 
has two uses: 

l. As an adjective before a noun; for 
example: 

a worth-while 
a worth-while 

2. As a noun; for example: “The 
worth-whiles of life are. . . .” This usage 
is rather rare, of course. The more usual 
word is “worth-whileness.” 

Worth while (two separate words) is 
the form to use when the expression fol- 
lows the noun and is a part of the predi- 
cate of the sentence; for example: 

The project is undoubtedly worth while 

Tom has proved himself the type of 
friend that is worth while. 


project 
friend 
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THE CASE OF THE 
THREE-HANDED 
SECRETARY 





BY MADELINE 8S. STRONY 


HEW! Harriet Bronson was 

busy. She was so busy that 
she didn’t know whether she was 
coming or going. She worked as 
one of several secretaries in a large 
advertising agency. Her job was in- 
teresting, and she loved it; but she 
was getting more and more con- 
cerned because work was piling 
up. She was never able to say at the 
end of the day, “That’s done.” She 
began to feel that she would 
scream or throw something if one 
of her bosses gave her one more 
thing that “must be done right 
away.” 

Harriet might have consoled her- 
self with the thought that everyone 
feels that way at times. It is a dan- 
ger signal, however, to feel that way 
often. She should have asked her- 
self what caused the feeling. Was 
it that she didn’t organize her 
work? Were her skills weak? Or 
was it truly that she was trying to 
do too much for one person? 

One afternoon, one of her em- 
ployers, Mr. Parsons, called her in 
for dictation and gave her two 
more big jobs on which to work. As 
she was about to leave his office, 
he said, “I'd like that just as soon as 
possible, Harriet. When do you 
think I might have it?” Harriet 
was about to give him an answer 
when she suddenly burst into tears. 
Through her tears a torrent of 
words came forth, “I don’t know 
when you'll get it! You're giving 
me enough work to kill a horse, 
and no one seems to care. Right 
now I’m coming in a half hour 
early each day, I take only a half 
hour for lunch, and I get home 
later and later each night—I just 
can't do any more!” 

Mr. Parsons was so overcome at 
this outburst that he couldn’t speak 
for a moment. When he did, he 
said, “My goodness, why didn’t 


you tell us—I didn’t know we were 
giving you more work than the 
other girls. I see this has upset you 
—made you ill. How about taking a 
few days off?” 

Harriet didn’t want to take any 
time off because, as she said, “If 
I do, it will only be worse when I 
come back, the work will be piled 
up that much higher.” 

“No, it won't,” interrupted Mr. 
Parsons, “because I'll ask Miss 
Franklin to help out for a few 
days.” (Miss Franklin had held 
Harriet’s job, but had received a 
promotion when Harriet took 
over. ) 

Miss Franklin was called in, and 
Harriet was sent home to “rest, 
have fun, and forget the job.” 

Miss Franklin not only did the 
current work in her old job, but 
she cleaned up all Harriet’s back 
work. She delegated much of the 
work for her own job and even 
sandwiched in some of the confi- 
dential work she couldn't delegate. 
Most important, she did it all dur- 
ing the normal working day. 

Just before Harriet’s return, Mr. 
Parsons asked Miss _ Franklin, 
“Whom would you recommend to 
help Harriet?” 

“She doesn’t need any extra help, 
Mr. Parsons—in these few days 
I’ve been doing her work, I believe 
I’ve learned what the trouble is. 
I take considerable blame for the 
trouble myself. Evidently, I didn't 
instruct her sufficiently, and I failed 
to check afterwards to see how 
she was making out. When she 
returns, I'll spend a day or so with 
her; and I think, when we finish, 
youll find a happier Harriet.” 

(What do you think Miss Franklin 
learned in the few days she took over 
for Harriet? If you were Miss Franklin, 
how would you pass on your information 


to Harriet? You can compare your an- 
swers with Miss Franklin’s on page 48.) 
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Jane is likely often to find her boss, Alex Lewyt, at the conveyor belt, checking his big-wheel vacuum cleaners. 


S SECRETARY to one of America’s 
fA leading industrialists, Jane E. Riley 
finds the business world continuously chal- 
lenging and satisfying. Jane’s company, the 
Lewyt Corporation, is one of the three 
largest vacuum cleaner producers in the 
world. Jane’s boss, Mr. Alex Lewyt, pres- 
ident of the company, is widely acclaimed 
as a dynamic young promotion-minded 
executive. Jane herself is a tall brunette 
with the blue eyes of Erin and the dry 
good humor of New England. Her air 
of informal efficiency blends perfectly 
with Lewyt Corporation atmosphere. 


Her Boss is a 
“Big-Wheel”™ 


Industrialist 


BY ROLAINE HOCHSTEIN 


Jane says, with some pride, “Mr. Lewyt calls practically all the company’s two thousand em- 
ployees by their first names. And he’s likely to take a distinguished visitor from his office into 
the adjoining plant to show him our conveyor belt—the longest one in the world. 


“Probably because of Mr. Lewyt’s down-to-earth friendliness, all the personnel seem to get 


along extremely well together—during off hours as well as at work. We have bowling and fish- 
ing clubs, plant parties at Thanksgiving and Christmas time, small theater parties—all of which 


management encourages and helps to organize.” 
The Lewyt Corporation is located in Brooklyn. Both the office building and the adjoining plant 
are modern and equipped with the latest facilities. Jane’s comfortable office serves as a buffer 
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between Mr. Lewyt’s office and the outside world. By 
nine o'clock, when she arrives at work, the phones are 
already ringing. Jane screens all Mr. Lewyt’s phone 
calls, and she estimates that only twenty-five per 
cent of them go through to her busy boss. In all 
cases, Jane elicits the reason for the call and, most 
of the time, either solves the problem herself or 
transfers the call to the correct department. She 
describes her job as “routine—only more so.” For 
instance, Jane, like most secretaries, reads through 
all her boss’s mail. But, since Mr. Lewyt likes to 
be in close touch with every phase of the firm’s 
operation, he reads all the company’s incoming mail 
—which means Jane’s reading includes about 700 
letters a day! 





of my job that I enjoy most. Mr. Lewyt has really 
made an art devotee of me. He collects paint- 
ings of the greatest French Impressionists—Gauguin, 
Renoir, Monet, Toulouse-Lautrec, and many, many, 
others. When a new painting arrives, I make up a 
provenance, which is a sort of pedigree report. | 
research the history of the painting—date started 
and finished, where it was done, all published re- 
views and comments on it, the shows and museums 
it has appeared in, and the people who have owned 
or borrowed it. Really a lot of fun! And then, of 
course, I keep records of the pictures Mr. Lewyt lends 
and do a great deal of correspondence with organi- 
zations and galleries that want to exhibit them.” 
As secretary to a man with Mr. Lewyt’s varied in- 


| 


Mr. Lewyt pauses to tell Jane an anecdote about his purchase of this In addition to the vacuum-cleaner firm, 


French Impressionist painting, Utrillo’s Les Fabriques, which 


The Factories—a far cry from the modern Lewyt plant. 


“Actually,” she explains, “it’s not such a Hercu- 
lean task as it might seem. Skimming through letters 
is an art that’s not hard to pick up. I can go through 
100 letters in less than five minutes.” 

Mr. Lewyt, it appears, is a master of this art. 
“He glances through these hundreds of letters, which 
I've categorized into folders, in about thirty min- 
utes,” Jane marvels. “And he remembers everything 
they've said! Later on, when he’s making his daily 
trip through the plant, he'll refer to contract figures 
and job estimates and production dates out of let- 
ters he skimmed over hours before.” 

Like most secretaries, Jane keeps files. The dif- 
ference is that Jane keeps more than nine complete 
files, including correspondence, departmental reports, 
legal patents, orders from distributors of Lewyt vac- 
uum cleaners, distributor information, contracts, Mr. 
Lewyt’s personal diary of birthdays and anniversaries, 
and jacket folders for each of her boss’s hundreds 
of original paintings. 

“This last,” Jane says with relish, “is the aspect 


means 


Jane’s boss heads two other corporations 
and is active in many business, social 


terests and enterprises, Jane handles, in addition 
to her vacuum cleaner correspondence, a_ terrific 
amount of letter writing that has little indeed to 
do with electrical appliances. Her boss is vice-chair- 
man of the New York City Anti-Crime Commission. 
He is a member of the New York University Board 
of Development, both the National and the New 
York City Sales Executive Club, and a trustee of 
the National Probation and Parole Association. He 
also has his own Lewyt Foundation for charity con- 
tributions. Since her boss is active in all his extra- 
business endeavors and since he is a speaker and 
worker who is much in demand, Jane’s correspondence 
covers all these organizations. 

She writes some letters herself; Mr. Lewyt dic- 
tates the rest. But he signs all his own mail. “This 
often means my trailing him around the plant, pen 
and letter in hand,” says Jane. 

Her work is broadened further to cover two other 
corporations that her high-powered boss heads. The 
Lewyt Manufacturing Corporation produces mechani- 
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cal and electronic equipment for the U.S. Armed 
Forces as well as components for such companies as 
IBM, Western Union, and Western Electric—all under 
contract. He is president, also, of the Tywel Corpo- 
ration (that’s Lewyt spelled backwards), which con- 
tracts to manufacture air-conditioning units for other 
comnanies that distribute them under their own 
brand names. 

“It’s a daily challenge,” Jane says, “to keep abreast 
of the sometimes staggering amount of correspond- 
ence, reports, and questions that must clear my desk. 
But I’m intensely interested in my work, and that 
gives me the momentum to plow through the phone 


and paper work of my typical day and usually leave 
at 5:30 with all my work completed.” 
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and welfare organizations. All this adds 
up to plenty of dictation tor Jane, plus 
many letters that she composes on her own. 


She gives her boss all the credit for her efficiency. 
“No one could work for Mr, Lewyt without some of 
his contagious enthusiasm rubbing off on her!” 

We differ with Jane on only one point—the typical 
day she talks about. Actually, there can be no typi- 
cal day at Jane’s desk; she handles such a variety 
of matters. Mr. Lewyt makes frequent trips abroad 
to supervise foreign distribution and visit his be- 
loved Paris; Jane makes transportation and_ hotel 
reservations all over the world. Mr. Lewyt is a 
popular speaker at clubs and business meetings, on 
radio and television; Jane maps his itineraries for 
speaking engagements, and types up his speech 
drafts. One of America’s favorite “self-made” men, Mr. 
Lewyt is the subject of numerous newspaper and 
magazine articles; interview schedules pivot on Jane's 
arrangements. Mr. Lewyt is forever planning new 
promotions and seeking improvements for his product; 
Jane helps organize the projects. She loved working 
on plans for the Big Wheel model of the Lewyt vac- 
uum cleaner, Mr. Lewyt's latest (Continued on page 50) 





Mr. Lewyt is showing Jane a new exhibit for the Lewyt 
collection of ancient and modern cleaning devices. 
(Anyone who sends in an old cleaner, like the antique 
model on the right. will receive in exchange a new 
Lewyt big-wheel model, such as the one on the left. 
But only bona fide antiques are considered. ) 


In addition to her regular secretarial duties, Jane 
prepares Mr. Lewyt’s lunch—in a completely equipped 
kitchen near her office. The lunches are necessarily 
simple—-salads, egg dishes, etc. Jane enjoys the break 
from paper work and, because she orders the groceries 
by phone, finds lunch-making takes only a few minutes. 
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National Secretaries Week, April 24-30 


It’s Your Week! 


NATIONAL 
SECRETARIES 
WEEK 


April 24-30 








BY HAZEL 


PAULSON 


VEN SECRETARIES have their day, and _ this 

vear it’s Wednesday, April 27—right in the mid- 
dle of National Secretaries Week. Reasonably enough, 
this week is sponsored by the National Secretaries 
Association (NSA). And their theme is: Better Sec- 
retaries Mean Better Business. 

To help good secretaries become better secretaries, 
workshops sponsored by NSA are active throughout 
the year in many states. This year, quite a number of 
workshops will be held during National Secretaries 
Week, in the hope of acquainting the public with the 
educational aims of the NSA. You don't have to be 
an NSA member to attend. 

The aim of the NSA Workshops is to give secre- 
taries an opportunity to review important phases of 
secretarial training. Generally, the workshops are 
sponsored by local NSA Chapters in conjunction with 
local educational institutions. When no educational 
institution is available, the Chapter works alone. 
Leaders in business and education participate in the 
programs and businessmen everywhere are enthusi- 
astic in their support of the workshops. For, while a 
nominal fee is charged those who attend the work- 
shops, this fee is often paid by the men whose wide- 
awake secretaries wish to attend. 

If you know of an NSA Workshop in or near your 
town, it will certainly be worth your while to be there. 


Official Poster for National Secretar- 
ies Week, 1955 


Secretarial workshops. like the one 
recently held in Portland by NSA’s 
Oregon Trail Chapter, will be the 
week’s big feature. Shown here is 
the workshop fashion show. 


The programs are not only interesting but very help- 
ful. For instance, last October, the NSA Chapter in 
Little Rock, Arkansas, held a Better Business Letters 
Clinic, conducted by Dr. Charles B. Hicks, Associate 
Professor of Business Organization at Ohio State Uni- 
versity. Secretaries (and executives) who attended 
and action 
with their letters. They learned how to say no in 
a letter tactfully, how to cut the length of letters, 
how to answer complaints, and many other secrets 
of better business communication. 

The workshops deal with such subjects as human 
relations for the 


this clinic learned how to get results 


secretary, her administrative re- 
sponsibilities, making progress on the job, secretarial 
practices, business law, good grooming, and the latest 
fashions. In fact, the workshops cover almost any 
subject that might help a good secretary become 
better. 

One of the best features of the workshop programs 
is that they help tie local NSA Chapters together. For 
example, a workshop held by the Houston Chapter 
of NSA will have as its theme “The Road to Sec- 
retarial Success,” from the book of the same name 
by Dr. Irene Place and Madeline S. Strony. Mean- 
time, Doctor Place will be in Cedar Rapids, lowa— 
main speaker at the first workshop being held by 
the A. N. Palmer Chapter of the NSA! 

All during National Secretaries Week, and through- 
out the year, NSA Workshops will be held from coast 
to coast as the NSA proves its theme that Better Sec- 
retaries Mean Better Business! 


12 TODAY’S SECRETARY e April, 1955 











Tn 


She 
Ca 
her 
che 


ere 
hac 
exe 


the 


jus 
us 


for 
life 
po: 
da 
ing 
mi 
po 
im 


an 
th 








n 


C 


d 
n 
n 








' 


{ 








Taking the Giant Step 


Two employment specialists tell 
pro: I 


how you can become an executive secretary 


BY 


NE OF THE GIRLS from the payroll department 

went into the outer office of the president's suite. 
She placed an envelope on the desk of Caroline Chase. 
Caroline opened it, glanced down at the figures on 
her check, and smiled with pride. This was her first 
check from the Albert Maxwell Corporation. 

For the past several years, Caroline had been 
grooming herself to take over just such a job. She 
had always desired the diverse responsibilities of the 
executive secretary. 

This day can come for you, too—the bigger check, 
the greater prestige, the added responsibilities. But 
just what does an executive secretary's job entail? 
Let’s take a look at some of the duties executives tell 
us they expect a top secretary to be able to handle. 

As an executive secretary, you will be responsible 
for a multitude of detail primarily geared to making 
life easier for your busy boss. One of the most im- 
portant functions is handling the president’s calen- 
dar—setting up appointments, reminding him of meet- 
ings, ushering visitors in and out on schedule. You 
must be prepared to interview those who desire ap- 
pointments with your boss and know how to greet 
important visitors who arrive at the office. 

Naturally, correspondence is an important part of 
any secretary's work. You will take dictation from 
the president on confidential as well as routine mat- 


M. 


E. STEELE AND ARTHUR R. PELL 


ters. Some of this may be redictated to your stenog- 
rapher assistants, but a good portion must of necessity 
be personally transcribed. Once you have familiarized 
yourself with the company policies and procedures, 
you will be expected to write a considerable amount 
of the correspondence on your own. 

In order to make decisions, an executive should 
have pertinent information at his finger tips. To help 
him, you will maintain complete and accurate files and 
will know how to go about obtaining specialized in- 
formation when requested. 

Some of the other duties you will handle, include 
screening telephone calls, checking on the receipt 
of requested reports, and taking care of personal mat- 
ters for your boss . . . making reservations, perhaps 
selecting an anniversary gift for his wife—in many 
cases, reminding him that it is his anniversary! 

One of the surest ways to success as an executive 
secretary is to anticipate your boss’s requirements and 
to have ready the material he desires, even before he 
requests it. 

What are the qualifications needed to perform these 
duties? First, employers ask for high efficiency. Al- 
though some top-drawer secretarial positions require 
little stenography, most executives won't consider a 
secretary unless she can take dictation at 120 wam 
and type a minimum of 65 wam. (Continued on page 52) 
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George W. Adlam. manager of the Todd Company's 
insurance department, is a veteran check detective. He 
has spent more than thirty years tracking down check 


crooks. Here he examines stolen checks on which pay- 
ment was stopped. 


W hite- 
Collar Crooks 


How to foil check forgers 


FFXHAT CHECK you cashed the other day was one 
of the more than 60 million cashed by Americans 
every banking day of the year. And, if you are not 
careful, that check you write tomorrow may wind up 
in the hands of a fast-growing band of “check artists”— 
the check raisers, forgers, and counterfeiters. 
Recruitment to the ranks of these skilled practition- 
ers of “white-collar larceny” has more than kept pace 
with the phenomenal growth in the use of checks 
throughout the United States. This fact is vouched for 
by the Todd Company, Rochester, New York, manu- 
facturers of check-writing equipment to combat the 
check crook menace. In America, $150 is handled in 
checks for every dollar in cash. Check fraud is now the 
fastest-growing crime in the country. Latest estimates 
indicate that check artists take the American public 
for more than $400,000,000 a year, a sum greater than 
the annual loss through fire. 
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To Guard Yourself When You Cash a Check 


1. Don't be afraid to ask questions about a check to be 
cashed, and don’t let the check passer hurry you. 

2. Never cash a check for a stranger without positive 
identification. Auto licenses and Social Security cards are 
inadequate. A Buffalo forger, when arrested, had fourteen 
driver's permits and sixteen bogus Social Security cards, 
3. Don’t cash checks that show signs of alteration. If you 
cash a raised check, you can’t recover more than the 
amount for which the check was originally written. 

4. Always demand that the check be endorsed in your 
presence. Make sure the endorsement agrees with the 
payee name on the face of the check. 

5. Investigate thoroughly if you are asked to cash a check 
outside business hours or on Sunday. This is a favorite 
time for the passers of phony checks. 

6. Beware of out-of-town checks unless you are sure of the 
person’s identity and character and the check’s validity. 
7. Make sure the check is from an existing concern and is 
drawn on an actual bank. 

8. Be just as careful about cashing what appears to be a 
bank cashier's or certified check as you would about a 
personal check. 

9. Beware of the customer who offers a check for con- 
siderably more than the amount of his bill. This is often a 
ruse to secure the balance in cash. 

10. Don’t cash checks for juveniles. They are not legally 
responsible and may be runners for a gang of crooks. 

11. Don't cash checks that are signed with a rubber stamp. 
12. If a bank book is offered as identification—phone the 
bank. If the check is genuine, no one will mind being 
asked to wait a few minutes while it is cleared. 


It is a mistake—and it can be a costly one—to 
assume that you have to be “big business” to become 
a target for check swindlers. A high proportion of 
check frauds are perpetrated on comparatively small 
accounts. People of modest means are as likely to 
be victimized as the wealthy, partly because checks 
for small amounts seem to warrant less scrutiny 
than those for large sums. 

There are six principal types of check fraud: alter- 
ing the payee name; raising the amount; altering 
the date; counterfeiting existing checks; concocting 
fictitious checks; forging signatures of either the 
drawer or endorser. 

Check raising is, for the victim, one of the most 
dangerous forms of swindling. The check itself and 
the signature (which most often comes in for the 
closest scrutiny when the check is cashed), are both 
genuine. Furthermore, the problem of proving that 
the check was raised rests with the person who drew 
the check. 

A classic example of this sort of crime is the case 
of a Chicago contractor whose check was raised from 
$27 to $27,000 and who himself was suspected of 
the fraud. It took him many years to prove his inno- 
cence, and by that time both his health and _ his 
business were ruined. He became so distressed that, 
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a. Checks can be protected and insured against alteration. Special check papers can be used, on which many 
“VOIDS” will appear the instant alteration is attempted with ink eradicator. 


b. Mr. Preston didn’t think his checks needed protection. A trusted bookkeeper made them out, and he signed 
them personally. He discovered, however, that a “trusted” bookkeeper, with a bottle of ink eradicator and a 
pen, can do wonders with unprotected checks. This one was raised from $5.00 to $25.00—one of many checks 
raised by the bookkeeper. with a total loss of $1,000. 


e. Originally issued to V. C. Ray for 17 cents. this typewritten check came into the possession of a crook. He 
erased the original name and amount and rewrote it for $236.18. deposited the raised check in a Pittsburgh 














? bank. and drew out nearly $150.00 before he was caught. Typewritten checks may look more businesslike 
but. if unprotected, they are just as easily raised as those written with pen and ink. 
) : . . 
. in the final act of the tragedy, he shot and killed 
his wife, his voung son, and himself. on ' 
f ee ols " To Protect Your Own Personal Checks 
1 Many check raisers obtain the raw material of 
i their cratt by stealing checks. Guard your mailbox 3 Your bank checks should be kept under lock and 
. —check crooks may steal not only your checks but key. Check crooks victimize people of modest means 
\ | vour bank statements and cancelled checks, so that far more often than they do the wealthy because 
2 they can learn how your bank account stands and how small checks are less likely to be suspected than 
; ; : those for large amounts. 
you draw your checks and sign your name. 
s a ea ee . , 2. Destroy all spoiled checks. Never sign blank 
P This fruitful avenue for crooks has been cut down = 
v ( ICCKS, 
g by the use of nonalterable checks, such as those 3. Guard your bank statements and cancelled checks. 
that flash the word “VOID” the instant ink eradicator 4. Checks should never be written in pencil, which 
IS ee to attempt an alteration. makes alteration a simple matter. Always use pen 
Your check book, too, is valuable. A swindler can and ink or a check-writing machine that macerates 
d quickly turn it into cash. Only recently, a maid in the amount into the paper fibers in indelible ink. 
St. Louis stole blank checks from her employers, 5. Begin writing at the extreme left of the amount 
e : . . 
‘ j forged their signatures, and then used stolen charge- lines to prevent the insertion of additional figures o1 
account cards as identification in cashing the checks. easy alteration of the name. Fill in blank spaces to 
1 “ ” ° > io ‘ inne » » 
Her employers were “too busy” to check their bank the — r, ——— lines —. them. 
wv : e2 ; 6. A 1 f ‘ishe r ‘iting. Ac i 
statements and were $3,000 poorer before the forger A ae doaags handwriting. A compli 
1 cated signature is less difficult to forge than a simple, 
was unmasked. 
se Nleerine 21 ft 1] straightforward one in which errors are more easily 
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r ‘s Jacob Sackstein. T ough so crippled DY ut itis especially for signing checks and financial docu 
)- ae he could barely write, he succeeded in clipping ments makes it harder for a forger to obtain a sample 
banks for close to $25,000. He would grab letters signature. 
is ? ‘ 
from the piles stacked on mail boxes in the lob- 7. Never make out checks to “cash” or “bearer.” 
A, ° > ° ° 
bies of busy office buildings (Continued on page 54) 
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BY JOHN P. 
WHITCOMB 


HIS is the story of Sue Surehand, super secretary. 

Sue is the wonder of ABCD Manufacturing Com- 
pany, mainly because she can get along with old Miss 
Crabbit. Now Miss Crabbit has been with ABCD, girl 
and woman, these 33 years. She has known Mr. A, the 
president, since, as a boy of 13, he first visited the office 
with his father, Mr. A, Sr. In fact, she never lets anyone 
forget that visit because that was the time the then 
voung Mr. A had upset her inkstand. Furthermore, 
she knew how everything in the company had been 
run, was going to be run, or ought to be run. 

Sue’s friendship with Miss Crabbit began one year 
right after Sue’s most wonderful vacation—her trip 
to Mexico. Miss Crabbit sat next to her for lunch that 
day because the cafeteria was crowded and _ there 
werent any other seats. 

“Do tell me about Mexico,” Miss Crabbit. said. 
“You must have had such an exciting time.” 

“Oh, we did,” Sue replied, “but I hear you had 
an accident on your trip. What happened?” 

Well. Miss Crabbit told about the accident. Sue 
was genuinely interested. She asked Miss Crabbit 
about other things, the people she met. The whole 
lunch hour went by without another word being said 
about Mexico. After that Miss Crabbit always spoke 
highly of Sue. She even mentioned to Mr. A how much 
she enjoyed having lunch with Sue and what an “in- 
teresting conversationalist” Sue was. 


ACTUALLY SUE HAD DONE VERY LITTLE TALKING, but 
she had been a good listener. It must be emphasized 
that this was not a false or phony kind of interest 
expressed by Sue. She was genuinely interested in 
Miss Crabbit and her experiences. She showed her 
interest by her attentive appearance, her warm man- 
ner, and a few words of appreciation. She had paid 
Miss Crabbit one of the highest possible compliments 
—wholehearted attention. 

Easy? Yes, because anyone can do it if he really 
wants to. Yet it is not so easy, because we are all 
primarily interested in ourselves. Sue would have 





> 


“And my accident... 


ords Can Do Wonders 


loved to expound on her experiences in Mexico City 
or Acapulco. We have to learn to become interested 
in others; we are not born that way. What could be 
more self-centered than a newborn baby? We learn 
that everyone has a need to be loved and appreci- 
ated, to have ego-satisfving experiences. Generally, 
the more a person lacks these things, the greater is 
his need and desire for them. 

Of course, some people like to orate by the hour 
just to hear themselves talk. Their ego is easily sat- 
isfied. They don’t care whether you really listen or 
not. You can be half asleep in the chair, but they 
are satisfied just so long as you grunt once in a while. 
The husband who picks up the receiver every five 
minutes during a phone conversation with his wife, 
says “Yes, dear,” and then puts the receiver back 
on the desk, is not a good listener. For this “talk, 
talk, talk” type of person, you don’t have to be a good 
listener—vou just have to be alive. 

But the average individual easily senses whether 
a person is a phony or not. He does not respond unless 
he is confident that the listener is really interested. 


How CAN YOU MAKE A PERSON FEEL that you are gen- 
uinely interested? The secret is to be genuinely inter- 
ested! Sue, like most people, had to learn this the 
hard way. In fact, she learned quite by accident and 
from a most unlikely source—one of the salesmen who 
daily parade through her office. 

Joe Bringle represented some obscure nut and bolt 
company. Like most of the others, he had a five- 
minute appointment with Mr. B, executive vice-presi- 
dent of ABCD. Sue had been conducting people in 
and out of Mr. B’s office long enough to know that, 
when Mr. B said five minutes, he didn’t mean a second 
more. Mr. B was a busy man, and he had a time sched- 
ule the best railroad in the country would envy. 

When Joe Bringle did not come out at the end of 
five minutes, Sue looked up surprised. After tet 
minutes she was beginning to get a little fidgety, 
as were the others who had appointments. After 
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“Hi, Miss Surehand!” 


When you know the secrets of interesting conversationalists 


twenty minutes, she began to wonder if her boss 
was being robbed or murdered. 

When she finally heard Mr. B’s voice boom over 
the intercom, she was at first relieved and then in- 
credulous. He wanted a file of records dating back 
to 1892—the year the firm was founded. Sue dusted 
off the records and took them in to Mr. B’s office. 
To her amazement, she found that they were not 
talking about nuts and bolts but about Mr. B’s grand- 
father, who was one of the original founders of the 
firm and whose forbidding portrait hung on the wall. 

Some nine cancelled appointments later, Joe came 
out with one of the biggest orders Acme Nut and 
Bolt Company ever got. 

“What did you do to him?” an astounded Sue asked. 

“Why, nothing,” Joe said. 

“You must have done something,” Sue insisted. “You 
must have used mirrors or hypnotism or something.” 

Joe just smiled. “No tricks,” he said. “I just talked 
to him about the things he was interested in.” 


SUE NEVER FORGOT THAT. She felt it was a kind of 
turning point in her life. She began thinking about the 
other person in her conversation and what that person 
was interested in. Suddenly she found she was learn- 
ing a lot of unexpected things. She also began to look 
for the good in people, the things she could admire 
and compliment. She learned that this worked won- 
ders, both with other people and with herself. She 
found that she didn’t really dislike anyone and that 
her life had become much pleasanter. 

Sue did not see Joe Bringle again for almost a 
year. She had just about forgotten what he looked 
like when she saw him coming toward her desk. Same 
old smile, some old Joe. 

“Hi, Miss Surehand. Remember me—Joe Bringle?” 

“Why, sure I remember you. You made me resched- 
ule nine appointments. But how did you remember my 
hame?” 

“Couldn't forget you, Miss Surehand.” 

Sue felt pleased. She was inured to the usual sales- 


man’s line, but she was flattered that Joe Bringle had 
remembered her name. Actually, Joe Bringle had used 
one of the subtlest and yet most effective forms of flat- 
tery. After all, isn’t the sound of your own name one of 
the most important sounds in the English language 
to you? 

Later Sue discovered that remembering names was 
no accident with Joe. Whenever he was introduced to 
someone, he first made sure he caught the name and 
pronounced it correctly. Then, during the course of the 
conversation he made a point of using the name sev- 
eral times. Often he’d write the name down as soon as 
he was alone so that he’d have a mental picture of it. 
Joe Bringle was no mental giant, but he knew this 
basic fact of human psychology—a man’s name is his 
most cherished possession. 


ARE YOU A GOOD CONVERSATIONALIST? Do you listen 
carefully when other people speak to you? If someone 
came to your house for a party and said, “Sorry I’m 
late, but it took me longer than I expected to strangle 
my grandmother,” are you sure you wouldn’t answer 
something like this, “Yes, indeed. Come right in”? Do 
you make it a point to remember a person’s name, so 
that you won't be an embarrassed groper when you 
meet again? Are you on the lookout for the topics that 
interest the other fellow rather than just talking about 
the things that you are interested in yourself? 

If the answer to any of these questions is “No,” then 
you are like Sue Surehand before she met Joe Bringle. 
But Sue did meet Joe Bringle and became a better per- 
son as a result. The same thing can happen to you. 
After all, you just met him, too, didn’t you? Will you 
become a good conversationalist, an interesting and 
well-liked person as a result? You can by just remem- 
bering these three things: 

1. Be a good listener. Show the other person by 
your attention and appreciation that you are 
genuinely interested. 

2. Talk in terms of the other person’s interests. 

3. Remember his name. He will like you for it. 
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BY ELIZABETH F. TRUMPER 


Need kxtra Help? 5 : 


Here are some ways you can solve the problem 


ELP WANTED! The boss has a rush job that 

simply must be completed at once? The file 
clerk is out with the measles? The assistant Girl Friday 
insisted on leaving yesterday for a week’s vacation? 
Any one of these things could happen, you know; and 
the “show must go on.” Where to turn for extra help 
—that is the question! You're lucky if you haven't 
met this situation yet; however, if such an emergency 
should arise, you ought to be aware of the various 
sources from which to draw additional help. 


DO IT YOURSELF 


The easiest way to take care of extra work is, of 
course, to follow today’s vogue of “do it yourself.” 
Devotion to your job sometimes requires a short lunch 
period and long overtime; but you know the rou- 
tine and can amaze yourself and even the boss with 
your stamina to take on extra work and your ability 
to turn it out rapidly and accurately under pressure. 


DIVIDE THE WORK 


When you already have a very full schedule, often 
you can divide the work into a number of separate 
jobs that can be handled by several others on the 
office staff. If you are in charge of the project, be 
sure each person understands what she is to do. Re- 
member to be appreciative for whatever co-operation 
you get. Sometimes your boss will agree to a little 
reward, such as extra time off, to help create a good 
feeling among those who pitched in. The efficient 
way you line up the work and your manner of pre- 
senting it are the keys to success in this type of co- 
operative endeavor. Some workers may be too busy 
with their own rush chores to help out, and others 
will have genuine after-hours commitments that 
make it impossible for them to stay overtime. If you 
are gracious in accepting their refusals, they will 
be more likely to do their best for you in what spare 
moments they have. 


BORROW A HELPER 


Here is another possibility for getting extra help: 
If you work for a large organization that has various 
departments, ask your employer to draft a helper 
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from one of the other departments. Usually some 
department will have a slow period and will be glad 
to spare a worker when it is for the good of the 
whole organization. If your boss is away from the 
office and the decision is yours alone, go to the vari- 
ous department heads until you get the help. Mr. 
Brown can spare a typist-clerk? Fine! But suppose 
his department and all the others are short of help? 
Is there a training department where beginners are 
being trained for various office functions? Try to 
borrow several of these tyros. The opportunity pro- 
vides for real on-the-job training for them; further- 
more, beginners often have enthusiasm and boundless 
energy for tackling new work and will do an excellent 
job for you. 

The stenographic pool, too, may be another area 
to approach. Try raiding it in an emergency. Those 
left in the pool can probably do extra transcribing 
to make up for the loss, and the stenographers you 
manage to borrow can be exceptionally helpful. 


ASK A FRIEND 


Now, if you work in a small office in a building 
that contains many other offices, why not try for 
that extra help in some of the other small offices 
on your floor? You are friendly with Mary, who is 
secretary to the architect across the way. In fact, 
you often have lunch with her and know that her boss 
is out of town and she isn’t too busy. Perhaps you can 
ask her if she can give you some assistance. She may 
be able to work for you in your office in her spare 
time or take the extra work to her own office. In turn, 
when she is deluged with work, you may be able 
to help her. 

One word of caution: Reports of a confidential na- 
ture must never be handed out to be done by those 
outside the organization. Mailing lists, addressing or 
stuffing envelopes for direct mail, revising record 
cards, copying surveys, and similar work that “must 
be done at once” are jobs your friend across the hall 
can assist with. 

You've considered all these possibilities, and none 
is applicable to your office or your situation? Why 
don’t you try some of these additional sources for 
extra help? 
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CALL BUSINESS SCHOOLS 


Call the placement department of the business 
school in your community. Probably every placement 
director has a list of students of varying skills who 
financially need part-time jobs. If the school has 
placed all students who have applied for part-time 
work, rest assured the placement director will scout 
around for others might be interested. He 
chooses students who have been carefully screened 
as to field of specialization, personality, and gen- 
eral ability. 

These students will benefit by getting worth-while, 
practical office experience while they give you that 
extra help you need. There are students who are 
qualified to take dictation and type, others who can 
help out with filing, operate a switchboard, make 
stencils or master copies, do billing, revise records, 
list inventories, assist accountants, and use various 
office machines. These students will generally work 
only part time because they are still attending school. 
But hiring four or five at an hourly rate to do a spe- 
cial rush job will often be more practical and eco- 
nomical than hiring a full-time worker for several 
weeks. 

The students will be selected for their special 
abilities and will be eager to prove themselves capa- 
ble. It isn’t unusual to hear the placement director 
say to such a part-time worker, “Mr. Jones just phoned 
to say he is so much pleased with the work you did 
for him that he wants you to consider a permanent 


job when you are graduated.” 
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A business school will also be glad to furnish 
temporary help from its list of graduates. Often for- 
mer students, perhaps now married with home re- 
sponsibilities, register for typing jobs to be done 
at home or for temporary work. Their complete work 
history, as well as their school records, are available 
for inspection. Sometimes you can select a person 
who has had experience in just the type of work for 
which you need extra help. 

Some business schools like to have outside work 
brought to the school, for this creates good public 
relations as well as affording practical work proj- 
ects. The Office Practice class can type letters and 
address envelopes or cut stencils for large mailings. 





When letters must be typed individually, the busi- 
ness school may be the only local source that has 
the typists and enough typewriters to do the work 
immediately. 


CONTACT PUBLIC SCHOOLS 


The commercial department in the high school in 
your city is another source of help. In fact, many 
cities have a co-operative system under which stu- 
dents work part time for school credit. If you need 
part-time help for a long period, investigate this 
co-operative plan in your community. If there is 
no such plan, the high school can still provide excel- 
lent extra help for temporary typing, filing, or other 
office work. 


TRY LETTER-SERVICE COMPANIES 


The boss has a large mailing of individually typed 
letters? Suggest a letter-service company to him. 
The classified section of your phone book under 
“Letter Service and Addressing” lists organizations 
that do this type of work. You can find various let- 
ter shops that advertise individually typed letters 
of any quantity. Their service includes the complete 
job, from the letter to the postage. Other services 
offered by these agencies include setting up Mul- 
tilithed or Varityped letters, Mimeographing or Ditto 
work, graphotyping, and Addressograph work. You 
can even get hand addressing for your envelopes if 
the personal touch is needed. 


CONSIDER EMPLOYMENT AGENCIES 


Your classified phone book will list under “Em- 
ployment Agencies” organizations that specialize in 
providing temporary or substitute help by the hour, 
day, or week. They maintain lists of receptionists, 
typists, Comptometer operators, cashiers, clerks, 
stenographers, and other efficient personnel to sub- 
stitute for regular employees. If they can’t fill the 
exact job for you, be willing to take a bright appli- 
cant who is adaptable and who is willing to up- 
grade herself. 


REHIRE FORMER EMPLOYEES 


One very good source for extra help remains. Re- 
member the former workers, those “alumni” who have 
worked for your company, married, or even been re- 
tired. Many times these workers are delighted to 
come back temporarily. Renewing old friendships, 
earning extra money, getting away from household 
cares, and (above all) loyalty to their former em- 
ployers provide strong incentives. And you have 
ready-trained, capable workers who easily fit into 
the schedule. 

The next time you have an office emergency and 
need extra help, don’t get panicky. Remember all 
the resources available to you. Don’t just cry, “Help!” 
Get help! 
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Dont become 





a problem to your dictator — 





Are You A 
Stuck-in-the-Muddler ? 


BY MARIE 


5 ie SEE HER, you'd never guess 
that Lora is a_ stuck-in-the- 
muddler. She looks as up-to-the- 
minute as a new Easter bonnet. 
But I was to learn that Lora’s mod- 
ern look was only skin deep. Her 
outlook was old-fogyish. She felt 
that shorthand dictionaries, like 
secretarial consultants (that’s my 
job), were newfangled gadgets that 
the company had available for 
“other people”—not Lora. 

When things really became too 
much for Lora, it finally occurred 
to her that a secretarial consultant 
might be someone whom secre- 
taries consult, and she came to see 
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STEWART 


me. She was certainly upset—she 
cried bucketfuls all over my _pol- 
ished desk. And all because. when 
taking dictation, she frequently lost 
completely a word or a series of 
words. She was at the point where 
she had no confidence in herself. 
Her attitude was right: she didn’t 
blame her boss. It wasn't Mr. 
White’s fault that his vocabulary 
was more extensive than that of the 
ordinary dictator. But, when he 
casually used long, unfamiliar ex- 
pressions, the outlines for them 
threw Lora so hard that she lost 
the following words. 

At school, when taking a test, 
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she had “put down something” for 
any unfamiliar word and_ had 
guessed at it when transcribing, 
But such a practice was no good in 
the office, for her guesses were in- 
variably wrong. And Mr. White’s 
patience was being sorely tried. 
What was she to do? 

It seemed to me that Lora need- 
ed a suggestion she could put into 
practice immediately. And I also 
recommended additional 
study that would, in time, elimi- 
nate the difficulty. For the time be- 
ing, | Lora to leave a 
space, and plenty of it, for the 
words she lost and then to come 
back to the hole when Mr. White 
finished dictating the letter. She 
was to ask him what he said at the 
point of oblivion, remembering to 
pick him up by reading a few 
words before the spot in question. 
No more guessing! 

This procedure could not go on 
forever, though. Somehow Lora 
had to become so proficient that 
she would not need to ask her boss 
to repeat any dictation. 

We decided that she was to 
make a list of the words that 
“stuck” her. Definitions were to be 
learned and_ shorthand outlines 
looked up in the shorthand diction- 
ary and practiced. 

It was at this point that I told 
Lora of the three reference books 
I consider absolutely essential for 
the modern secretary. They are a 
shorthand dictionary, an English 
dictionary, and an up-to-date man- 
ual, or handbook, of office proce- 
dures. Without these aids, she was 


some 


advised 


“unlikely to grow in her job—she 


would be a_ stuck-in-the-muddler 
all her working life. 

I suggested further that, if her 
work did not improve as rapidly as 
she might wish, she should review 
her shorthand manual. She could 
also obtain some reading material 
in shorthand and read it at every 
opportunity. And, of course, prac- 
tice dictation at home would be a 
help, especially dictation — that 
would build her vocabulary. 

She said that her current beau 
would be glad to dictate to her 
evenings, and I privately thought 
that would be a good excuse for 
him to call frequently. 

Lora left with a clear plan of 
action, and I think she'll do all 
right. She recognized that she 
needed help and, on her own ini 
tiative, came to get it. 
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Dr. Alan C. Lloyd suggests: 


Test Your Typing Techniques 





1. Type the following 70-space alphabetic sentence seven times in 
paragraph form, using a 65-space line. Make one carbon copy. 
Jack Martin fixed the five slippery rugs Queen Elizabeth will walk on. 
2. Analyze your carbon copy for each of the technique trou- 
bles shown in the illustrations. Go over your paper carefully. 
38. To correct any deficiency you detect, first thing each day 
, for ten days, type ten copies of the remedial drill shown. 
A A A UN 
| I. See whether you have any “flying capitals”... 
{ 
; I M . .. that perch above the line of writing. If you do, obviously you are not handling 
Poe — the shift key correctly—holding it down too long or not long enough. Here are two 
) beth will wa special drill lines that will help. Type them alternately and repeatedly: 
: Queen Flizab 
° pery rugs @u K Ki Kit D Dr Dr. L Lo Lot S Sa Say M Mo Mow 
' five slipper K Ke Ken D Do Dog L Le Let S Su Sue M Ma Man 
‘ 
| 2. Do you have an uneven, irregular touch... 
S 
Tr 
a fixed the fi . with light letters and heavy ones in the same lines? Then, you are typing too 
h ck Martin fi jerkily, probably pushing too hard for speed and forgetting to type smoothly. You 
. alk on. Jace should type many lines of four-letter words, or of three-letter words like these: 
. eth will wal 
is ny csocigigoe and but can did end for got hay its jar ken lap may 
e y a net owe peg que rue six the use vow who tax yeh zip 
T 
T 3. Is the first letter of some words off center... 
AS 
4 —— ” . . . toward the left? Then, you have a lazy thumb, or you are leaning your wrists 
al eatin i sn on the front of the machine; for you're not releasing the spacebar quickly enough. 
‘y vueen Elizabe Keep a half-inch space under your palm and type lots of drills like these: 
C- ry rfugs Quee 
a Scan ees If I am to go to see him, do I do so now or later? 
at ad the five s had doe elk ken not tow who our rig gyp pal led 
Wu 
er 4. Is your typing pock-marked with heavy letters... 
ht 
" - rugs Que . usually with a faint shadow after the heavy letters? Then, either the typebars 
of fous iene are bent, so they clash often; or, more likely, you’re holding keys down instead of 
I fixed the fi releasing them quickly. Type lots of lines—lightly—of easy, speedy sentences: 
be ack Martim f 
rs gle The man and the boy got the day off and the pay. 
_ Now is the time to come to the aid of the party. 
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Cheek closely tor words omitted or turned around... 


. . . because they indicate that you are reading too fast, letting your eyes get too far 
peng ahead of your fingers. Try spelling (to yourself, of course) more words for a while, 
a oe ’ ; N ; 2c Ee > . e ati « - , , , « ; . 
gs QueenQwil and type drills like these to help concentration and slow down your reading: 
ery Queen ru 
five slipper j'acquerrai je courrai je dormirai j'assaillirai 
xed 


-god yzal eht revo depmuj xof nworb kciug ehT ¢ 


6. Are most of your errors on the bottom row... 


. . . of the keyboard? Then, your hands are being held too high—that is, your chair 
Co gg may be too high, your machine too low; or your hands bounce up in the air too 
ck Marti@p fi much, Practice drills loaded with words typed on the home and bottom rows, like: 
alk om) Jaf 
pag Fi ar sand lamb calm hand sack lax, cab. n/c, van. jazz. 
n 


clang lacks shack bands blank mazes fangs? black 


7. Are most of your errors on the upper (third) row... 


. of the keyboard? Then your hands are being held too low—that is, your machine 


ry Gags Qe 


ive sl@pperd may be too high or your chair too low; or you may be leaning your palms on the 
ixed @he fiv front of the machine. Drill on words typed on the home and upper row, like: 
ck Martin fi 

1k@n. Jack part duty lore just wise jury suit kept tide your 


@h will walk their spout joust pride where right petty wordy 


3. Are most misstrokes adjacent... 


. to the keys you should have struck? That is, do you strike R for T and T for R, 


e@h Ww , , ; , 6 7 ° ’ 
~ od @iiza Y for U and U for Y, and so on? Then, your little fingers aren't properly anchored 
p rugs QD to the home keys. Practice words with many A’s, S’s, L’s, and semicolons, as: 
—_ sliéger 

i@ed @he fi lava sail lass lad; data jags asks sass awls says 


Gurein fi@ed falls brass yells gala; gall; sills talks stalls 


9. Do you sometimes substitute one ending .. . 


. of a word for another ending (like ing for in, or es for ed), or sometimes type 


ugs Queen El 


slippery r@g the same word twice? Then your're finding it hard to concentrate on your typing. 
the fi sli Good practice: the drills for No. 5, and much-alike combinations, as: 

arting) fixed 

will wa 


Sion tion cion . five fine fire . able ible ical 


xe® the five now not nor . asm ism ise ize . ing ine ion ior 


10. Are some letters so light that... 


ugs Que El . you can't see them? Then, you're not striking the keys hard enough; or perhaps 
sltteers rug you are not writing rhythmically enough to give each stroke its share of time and 
d tOe five gs attention. Practice drills of words of the same length, mostly on the easy home row: 


MartiO fixed 
411 waQk on. 


disk hall gold alas desk fold dusk wall told glad 
beOh will wa : . 


jaded salad halls faded glass flask dolls class 
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Can be Teasers 


BY E. LILLIAN HUTCHINSON 





words 


WHAT ARE THE NEGATIVES? 


To each of the adjectives listed below add the 
prefix that will impart a negative meaning to the 
word. 


l. obedient 
2. pertect 
3. disciplined 
4. capable 
5. agreeable 
. imaginative 


o> 


7. legible 

8. orderly 

9. sufficient 
10. avoidable 





HYPHENS WANTED 
In which of the following words or phrases 
should hyphens be inserted? 


l. a two thirds majority 


2. father in law 


3. grandfather 

} self sacrifice 

5. to recover a chair 
6. fitty seven 


7. unconventional 
8. un American 
9. a well drawn sketch 


10. a beautifully finished gown 





= i “eg,” “i,” Ga “aes 


Complete the following words by writing y, i, or 
ie in the blank spaces. 


1. bus____ness 

2. dr___ness 

3. occup___ing 

4. rel___ance 

5. trolle__s 

6. da___ly 

7. pa__d 

8. sla___n 

Y. enjo___ ment 

we: 4% 
forth. 





i ACCENT CHANGES MEANING 

The pairs of words defined below are spelled 
exactly alike but are accented differently. How 
many can you “figure out”? 


— 


(a) A summary. (b) To withdraw from. 


2. (a) Condensed information. (b) To convert food 
into absorbable form. 


(a) A person in ill health. (b) Null and void. 
(a) Rubbish. (b) To decline. 


(a) An essential quality of anything. 


os OO 


(b) To ascribe something to a source. 

6. (a) Burning perfume. (b) To madden. 

7. (a) A gate at which a person is admitted. (b) To 
carry away with delight. 

8. (a) A plan. (b) To cast forward. 

9. (a) That which is brought forth. (b) To bring forth. 


10. (a) The known facts in the course of anything, as 
a person’s career. (b) To commit to writing. 





SAY IT RIGHT 
Each of these sentences contains a frequently 
heard error in grammar or in word usage, What 
are the correct forms? 

1. If she don’t improve in her spelling, she'll never 


become a satisfactory stenographer. 


I had ought to be going. 


ow bw 


She says to me, “Be sure to put an air-mail stamp 
on that letter.” 


4. May I have this here piece of fruit? 

5. I'm going to order cream chicken on toast. 

6. May I have the lend of your fountain pen? 

7. The surgeon will operate my father tomorrow. 

8. Irregardless of his cold, he started out in a snow 
storm. 

9. She seldom or ever criticizes anyone. 

10. I saw in the paper where there is danger of a 
drought this fall. 

(Key to teasers, on page 48) 
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Crisp lines and smart styling to star 

in the Easter parade . . . a pretty fitted coat 
by Lassie Maid. Its jewel-buttoned collarless 
neckline, deep, full sleeves, and tiny waistline 
give it a most becoming ladylike air. In 

gray or navy Crispella wool crepe. Sizes 8 to 
18. $49.98. At B. Altman & Co., New York; John 
Wanamaker, Philadelphia; Carson Pirie Scott, 


Chicago; and Bullock’s, Los Angeles. 
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Two-way rayon linen suit that you'll wear blouseless, 

as shown, or with your favorite high-necked blouse showing 

off above the pretty yoke collar. Designed by Koret 

of California, it comes in black, melon, light blue, navy, 

and lilac—all with white arrows on the flaring skirt. 

Sizes 10 to 18. Jacket $8.95; skirt $8.95. At 

Joseph Horne Co., Pittsburgh; Rice’s Fashion Corner, 
Norfolk; Dayton’s, Minneapolis; Kahn’s, Oakland. California. 


\ slender feather, whisps of maline. and tiny 
pearl-centered bows add a softness to this 
Playtopper projector sailor by Salfair. 

\ budget-priced hat (about $3.98) that’s as 
suitable for the office as it is for Sunday 
best. Made of alpaca strawcloth in a wide 
variety of colors. At Wethern’s. Boston: Gold- 
blatt’s, Chicago; Denver Dry Goods. Denver. 
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How pretty can you look? And also how businesslike? 
This double-duty Kay Junior dress supplies both answers. 

It has a detachable piqué dickey that makes it fine fare for 
office or parties. Made of polished cotton in red, green, 

or lilac print on black. Sizes 7 to 15. About $10.98. 

At Russeks, New York; Halle Brothers, Cleveland: 

Peck Dry Goods, Kansas City; May Company. Los Angeles. 





















Due for steady circulation this spring and summer 
is Nelly Don’s plain ’n polka-dot suit. Made 

of wrinkle-resistant rayon linen, its white 

jacket is trimmed with polka dots to match the 
skirt. Sizes 10 to 20. In navy, charcoal, 

or cocoa, with white jacket. $14.98. At 

Loveman’s, Inc., Chattanooga; Emery, Bird, 
Thayer, Kansas City; Dayton Company, Minneapolis. 
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Field poppies bloom gaily on this Shirley Lee 
dress of Celanese acetate tissue faille. 
Sleeveless and fitted to the hipline, the dress 
has a full, gathered skirt. Petite sizes 

7 to 13. Colors: brown and black with 

beige jacket, gray and yellow with gray jacket, 
red and blue with navy jacket. About $11. 

At Mendleson’s, Tallahassee; F. R. Lazarus, 
Columbus, Ohio; Greta’s, Los Angeles. 








Tired Complextons 


OST AMERICAN WOMEN TODAY have dirty 

faces! Yes, that’s the harsh and brutal truth,” 
lovely cosmetologist Georgette Klinger told us. “And 
these dirty complexions are the cause of most skin 
problems. It’s not that these girls purposely neglect 
their faces and allow them to become permanently 
dirty. It’s just that they are using cleansing methods 
that only do a halfway job.” 

How do you clean your face? Are you a soap-and- 
water-only gal? Or do you use just a cream? Neither 
is good enough. according to Mrs. Klinger. She has 
found that most of the women who come to her with 
skin problems would have excellent complexions if 
they kept their faces clean. Really clean! And Georg- 
ette Klinger should know. 

Although Mrs. Klinger is a native Czechoslovakian, 
she once won a beauty contest while visiting in Hun- 
gary and was crowned “Miss Budapest.” One of the 
prizes lavished on the teen-age beauty queen was an 
elaborate cosmetic kit. Georgette, who had never used 
cosmetics, was enthralled with the new kit. But, when 
she developed a seemingly incurable case of acne from 
using the impure products the kit contained, her 
pleasure turned to horror. The recent beauty queen 
now had a complexion that was the pity rather than 
the envy of all. 

This catastrophe launched Georgette Klinger on her 
famous career as a skin specialist. In searching for 
the solution to her own skin problems, Georgette 
studied intensively at the University of Budapest. 
There, in the process of curing her own skin, she de- 
veloped many of her special treatments and methods 
for beautifying the skin. 

She soon became recognized as the Continent’s 
Number One female cosmetic specialist, with clients 
that included a glittering list of royalty, distinguished 
personnages, and celebrated beauties from all over 
Kurope. 

At her Madison Avenue salon in New York, where 
she now continues her research in facial care, Georg- 
ette Klinger told us that the basis for lovely skin actu- 
ally is cleanliness. It has been her professional experi- 
ence that most skin problems arise from just plain 
dirt. Mrs. Klinger shook her head as she explained 


Spring Tonic 


for 


that soap and water doesn’t cleanse sufficiently and is 
likely to dry out delicate facial skin and rob it of its 
softness. Most so-called cleansing creams, she stated, 
should actually be termed make-up removers. They 
merely enable you to slide off top make-up, but they 
dont do a real deep-down cleansing job to remove 
deep-seated accumulations of pore-clogging dirt, dust, 
grime, and oils. Mrs. Klinger has worked out a careful 
cleansing campaign that will keep your skin beauti- 
fully clean—and cleanly beautiful. It consists of thor- 
ough daily cleansings plus a once- or twice-a-week 
session to tackle deeply imbedded grime. 


THE DAILY ROUTINE SHE PRESCRIBES IS SIMPLE. Most 
important is frequent removal of make-up. Mrs. Kling- 
er warns against applying fresh make-up over old. 
Even if you are on the go and cannot do a complete 
new make-up job, she suggests that you rub a moist- 
ened tissue or your moistened hands over your face to 
remove some of the previous make-up and accumu- 
lated dirt before applying more cosmetics. 

Whenever possible, make-up should be removed 
completely. To do this, a make-up removing cream 
should be applied and tissued off. Once the skin is 
bare of cosmetics, it should be cleaned with a cleans- 
ing lotion that will penetrate the pores and remove de- 
posits of oil and grime. It is important that this cleans- 
ing lotion be suitable for your skin type, Mrs. Klinger 
adds. For example, oily skin needs a lotion capable 
of coping with its overactive oil glands, whereas dry 
skin does not need such strong action. 

A special deep-cleansing facial should be given 
once or twice a week. After your regular cleansing 
with cream and lotion, Mrs. Klinger advises that you 
apply a light film of cream to your face and give your- 
self a special steam treatment to open pores. In the 
Georgette Klinger Salon a steaming brew of specially 
prepared herb teas is used, but in lieu of this you can 
use a steaming pot of boiling water. Make a “tent” 
with a heavy towel to direct the steam to your face. 
Continue this for five minutes. Your pores will open, 
wastes will be excreted, and your skin will be recep- 
tive to a further cleansing. 

Next comes a deep-pore cleansing mask, which is 
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Beauty specialist 
Georgette Klinger 
tells how you can have 


a lovely complexion 


BY HELEN WHITCOMB 


left on the face for ten minutes and rinsed off with 
cool water. This further relieves the pores of deep- 
seated clogging deposits and banishes blackheads. 
Finish off by wrapping a couple of ice cubes in a 
towel and quickly whisking them over your face. This 
closes the pores and has a tightening action. Now 
see how pretty and glowing your complexion is! 
Mrs. Klinger warns that you should never attempt 
to squeeze blackheads or blemishes yourself. This 
is best left to the professionals. You are likely either to 
take too little and spread the infection or to take too 
much and injure the blood vessels, causing permanent 
unsightly red marks. If your skin is seriously speckled 
with blackheads, it will be worth your while to treat 
yourself to a professional salon facial. In Georgette 
Klinger’s New York salon, trained experts use mag- 
nifying lenses as they carefully work over every pore, 
deftly removing stubborn pore accumulations, dirt, 
ete. Scientific massage and additional cleansing and 
remedial treatments are used. Then your beautifully 
glowing complexion is finished off with a complete 
personal make-up so that you can learn just which 





\s part of your weekly facial, Georgette Klinger advises 
a five-minute steam treatment. Apply a light film of cream to 
vour face. Then lean over a pot of steaming boiling water and 
cover your head completely with a turkish towel to form a 
“tent” that will direct the steam to your face. 


cosmetics are best for your skin and how they should 
be applied. 

Each skin should be treated with cosmetics and 
preparations that are suited to it. Mrs. Klinger ad- 
vises that those who have oily skins should never use 
cream of any sort except around the eyes. So much 
oil is being pored onto the skin by overactive glands 
that more lubrication is unnecessary and harmful. She 
advises that oily skin be cleansed with lotion three 
times a day and that all heavy make-up be avoided. 
If there is an acne condition, she recommends medi- 
cated acne lotion instead of a foundation lotion. 

For normal skin, her advice is, “Keep it normal. 
Keep it clean, and don't overtreat it with lubricating 
creams.” 

Dry skins need cosmetics that have sufficient oil 
in them to keep the skin from drying out more. Spe- 
cial lubricating creams should be used during your 
daily bath time. The warmth and steam will help the 
skin gain greatest benefit from the cream. Even 
better, give yourself a hot cream treatment. A heating 
pad is wonderful for this. Just place a sheet of wax 
paper over your creamed face and hold the pad 
against your skin. 

Combination skins—those that have both dry and 
oily areas—need special treatment for each area. Usu- 
ally the center portion of the face (chin, nose, center 
forehead ) are oily and the cheeks are dry. Each sec- 
tion must be treated accordingly. 


NO MATTER WHAT TYPE OF SKIN YOU HAVE, the follow- 
ing beauty tips from Mrs. Klinger will apply: 

1. Almost all women over 21, including those with 
oily skins, tend to develop little wrinkles around the 
eyes. This calls for a special eye-cream. The pores in 
this region are almost totally closed and are not ca- 
pable of absorbing regular creams. They are in desper- 
ate need of lubrication, however, and Mrs. Klinger 
suggests that a heavy, clinging lubricating cream be 
used on a 24-hour basis—even under your make-up. 
(The cream needn't be perceptible if you gently pat 
on just a bit and blot off the excess with a tissue. ) 

2. Never slather your face with cream before going 

to bed. Your skin should be allowed time to breathe 
freely when it is not smothered by cosmetics and 
treatments. Creams are best applied just before bath- 
time. If they are left on for ten or fifteen minutes 
while you soak, your skin will absorb complete benefit 
from them. 
3. Use light make-up and avoid cake make-up, 
which is likely to stretch pores. Mrs. Klinger sug- 
gests that cosmetics should be used in moderation so 
that they add to your features but do not lead the 
eye to concentrate on the make-up alone. As she says, 
“Bad skin should be cured, not disguised, and beauti- 
ful skin doesn't need it.” 

4. Use cream rouge rather than cake or liquid forms. 
Not only does cream rouge blend easier to give a more 
natural look, but its cream form is kinder to your skin. 

5. If you have dark circles, (Continued on page 46) 
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WALLET SIZE 
poRTRAIT a9 


PRINTS PAID 
(60 for.$29°) 


—a lasting me- 
mento of a happy 
occasion for class- 
mates and loved 
ones. Perfect por- 
trait snapshots for 
job and college 
applications. Send 
us your picture (or 
neg.) with $1.00 
for each pose — 
get back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 

ACTUAL SIZE SATISFACTION 
(242” x 342") GUARANTEED 
ROY PHOTO SERVICE, Dept. 32 

GPO Box 644, New York 1, N. Y. 
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NEW! 


SOFT 
PHONE 
EAR 
PAD 


50c 


wh & 

STOP S OUTSIDE ROOM NOISES! 

EARRING DISCOMFORT! 
NOW you can enjoy your phone calls in HEAVENLY 
COMFORT even with EARRINGS. Like resting 
on a pillow. THICK super soft FOAM RUBBER ear 
pad shuts out Toom noises. Easily attached. Sanitary 
Washable’ MINIMUM order: 2 pads for only $1 ppd 
GUARANTEED! Get one for office and home TODAY! 


JAKIELA PRODUCTS, Dept. T4 
2644 WN. Western Chicago 47, til. 
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What Is Your”/“1.Q@.“’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Total fee only $2.00. University Test Bureau, 
Desk D2, Box 401, Palo Alto, California. 











HOW YOU CAN EARN $10,000 


Typing At Home 


It’s a book that shows how anyone can pre- 
pare for a lifelong security. Eleven thrilling 
chapters reveal tried and proved step-by-step 
formula for easily securing profitable typing 
work at home without having previous expe- 
rience. Only $2. (Money back guarantee.) 

STERLING, Dept. S-11, GREAT NECK, N.Y. 





Only by KILUNG THE HAIR ROOT con you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 


ond social happiness. Do not use our method until 





NEW 
BEAUTY 
FOR YOU~ 


MAHLER'S, INC, Dept. 85-D PROVIDENCE 15. R I. 








1000 Name and $] 
ADDRESS LABELS 


Your name and address (choice 
of 3 lines) on 1000 fine quality 
gummed labels, WITH PLAS- 
TIC BOX, only $1 postpaid. Six 
orders for $5. THIS IS A SPE- 
CIAL OFFER. Use on station- 
Mrs. Arthur H. Robinson ery, checks, books, greeting cards, 
cae tes ee records, ete. Satisfaction guar- 
anteed. Handy Labels, 427 Jas- 
person Bldg., Culver City, Calif 








Honee-Bunee is an Easter gift you 
will want to have as well as give. He'll 
be the center of attraction on your 
Easter table, or in the Easter basket 
you make up for a child. Pert and 
cute, he stands eight inches tall and 
comes in pink, lavender, yellow, blue, 
or white, delightfully decorated with 
imported flowers. Just $1 each, post- 
paid, from Love-me’ Products, Dept. 
1C, 8340 Trask Avenue, Venice, Cali- 
fornia. 


Striking Simplicity is the keynote of 
this unusual pin and earring set in 
hammered silver. It is of modern de- 
sign, handwrought in solid sterling, to 
make a perfect foil for casual clothes 
or lend a note of sophistication to eve- 
ning wear. Pin is 1% inches in diame- 
ter, earrings are % inch. Pin has safety 
catch, earrings have screw-type back. 
Pin or earrings, $1.95, three-piece set 
only $3.75, postpaid, tax included. 
Silver Craft, Dept. TS-4, P. O. Box 
406, New York 36, N. Y. 


Scissors Server in gleaming silver 
plate, imported from England. It is 8% 
inches long and opens and closes in 
scissorlike fashion. Perfect for serving 
salads, spaghetti, corn, asparagus, 
fried chicken, etc. A wonderful plus 
to your own collection, an unusual and 
welcome gift for brides, Mother’s Day, 
anniversaries. Usually $3.98, it is now 
available to TS readers for only $2.98, 
postpaid, from Lord George, Ltd., 
Dept. TS-4, 1270 Broadway, New 
York 1. 


Ladies Electric Razor in lovely 
pastels is as pretty as it is practical. 
Said to keep legs and underarms satin- 
smooth longer—without cutting or irri- 
tating skin. Has powerful AC self- 
sharpening double head. Comes in its 
own leatherette travel kit. Your choice 
of pink, blue, or ivory, only $3.95, 
postpaid. Mrs. Fields Shopping Serv- 
ice, Dept. TS-4, 237 Huguenot St., 
New Rochelle, N. Y. 


Two-Way Mirror has a magnifier on 
one side and a regular mirror on the 
other, to help you achieve a perfect 
make-up. Just 24% inches wide and 3% 
inches long, it’s small enough for your 
purse, large enough for the dressing 
table. Make-believe jewels encrust the 
dainty frame; a flannel pouch protects 
its beauty. Only $2.95, postpaid, from 
Leeway Co., Dept. TS-4, 505 Fifth 
Avenue, New York 17. 
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Pin-Curl Coverup. There are times 
when a girl just must go around in 
pin curls, and it’s pretty difficult to 
conceal the fact when you do, But 
this cotton-jersey turban with genuine 
hair bangs will keep you pretty during 
your set. You can wash the bangs, 
comb, or curl them any way you wish 


—even reverse the turban and wear 
the curls in back. Wonderful next 
summer after a swim. In red, white, 


pink, black, beige, 
with human hair bangs in blonde, 
brownette, brunette, black, auburn, or 
gray. $3.95, postpaid, from Arthur D. 
Schwartz, 1865 University Avenue, 
New York 53. If you've always wanted 
to have different color hair, indulge 
your fancy with bangs in an exotic 
color! 


or powder blue, 


Rain-or-Shine Barometer takes the 
guesswork out of weather—gives you 
a forecast in plenty of time for prepa- 
ration. It’s imported from Germany 
and is scientifically accurate. Framed 
in cherry hardwood, with gleaming 
brass fittings throughout, and has a 
dome-shaped dial glass for quicker, 
easier reading. Attractive enough for 


any room in the house. $6.95, post- 
paid, from United Products Co., Dept. 


GB-TS, 9043 S. Western Avenue, Chi- 
cago 20, Illinois. 


Beau-Cals are wallet-size photos on 
jewelers copper. They can’t wear off 
because the image is permanently in 
not on, lusterbright copper. Women 
wear them as neck pendants, wrist 
charms, or belt-loop pendants. Men 
use them as key-chain charms and 
belt-loop pendants. Actual size is 1 
inches wide by 1*« inches long, with a 
hole in the top for chain loop. They 
are made from your own wallet-sized 


photo, or photos, that must be sent 
with order. Each, $1, postpaid, in- 
cluding beaded chain. Write Beau- 


Cals, Dept. TS, Green Bay, Wis. 


Warrior Maidens of the Wameru, 
hand carved in ebony by East African 
natives. Each Meru maid has a feather 
headdress, a cowhide shield, and a 
two-edged fighting spear the very ap- 
pearance of which strikes terror into 
the hearts of her enemies. The statu- 
ettes are about 7 inches high and no 
two are alike, except that all are deco- 
rative and unusual and.each one costs 


only $2.95, postpaid, from Abbeon 
Supply Co., Dept. TS-4, 179-31 Ja- 


maica Avenue, Jamaica 32, New York. 


Imported Basket-Purse will add a 
bright, colorful touch to new spring 
outfits and summer cottons. The gay 
clusters of flowers are on to stay, pa 
their California colors will delight you. 
It’s roomy, about 5% inches by 9 
inches, and the latch stays put. In 
white, black, red, or pink, with con- 
trasting flowers. Only $6.50, postpaid, 
from The House of Elizabeth, Dept. 
TS-4, 3117 W. Florence Ave., Los 
Angeles, California. 
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No-Slip Copyholder 





Made of flexible rubber in color. Adjustable 
for the angle you want. Thousands of sotis- 
fied users. 


EASY TO USE 


EASY TO CARRY 
EASY TO STORE 


PERFECT FOR TYPING BOOKS AND 
STENOGRAPHIC NOTEBOOKS 


ONLY ONLY 


30¢ 30c 


Quantity prices on request. 


Melvin E. Johnson Co. 
P. 0. Box 461 Long Beach 1, Calif. 


ONE HOLDER, POST PAID 
TO ANY U. S. OR 
CANADA ADDRESS, FOR 














THCLEE EES 


Reach, bend, work or play 
@ nopinning... +--+ confidently. Blouse held 











@ keeps blouse 
neotly tucked in 


; securely in place... yet 
my levidiate give freedom-action. Simply 
featherweight * attach button and link to 


blouse . . . the spun elastic 
end to your hose supporter. 
If not locally — order direct 
no c.o.d.’s . fully guar- 
~ ~ anteed . . . free folder. 


@ easy to use 
$1.00 the poir 
_ 


Brienne 





neal 6, WISCONSIN 





EAT RIGHT and BE HEALTHY 


Life is the most precious thing you 
have. Protect it from unnecessary Suf- 
fering, Illness and Dis-ease. Be sure. . 
Read ‘‘HOW TO EAT and BE 
HEALTHY”. Written to help you par- 
take in Ordinary, Economical Foods 
That Build Health. Send for your copy 
today. $1.00 postpaid. 


ELLAN-AYE PUBLICATIONS 
5355 Walsh St. T, St. Lovis 9, Mo. 











FOR REAL JOB SECURITY —get an ICS diploma! 
You study your own exact needs in your spare time 
own pace. No interference with work or social life 
| Cc 5 is the oldest and largest correspondence school 


at your 


courses. Business, industrial, academik 

high school. One for you. Direct, job related 

Bedrock facts and theory plus practical application. Easy 
pay plan. Complete lesson and answer service. No scrimping 
Write for three free books——"‘How to Succeed’’ gold mine 
plus Sample Lesson and Career Catalog. Send coupon teday 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 81206C, Scranton 9, Pa. 


Please send free success book, sample lesson and catalog 


checked: 

[) Advertising ) Professional Sec Steno 

(.) Accounting 0 Office Secretarial 

) Business Corres Management Commercial 

[| Business Admin. 2 High School [) Commercial Art 


© Short Story 


[) Good English 
Writing 


me OTTTITTLTITTTT TITTY Tet TP re 


TERED 2 0 00 0 000 006600605000 566 60s 6606604 E 6060 SEO8 


Address. 








NOW! ours alone in glamorous PASTELS 


LADIES’ ELECTRIC RAZOR, $3.95 


Smarter than ever! Our famous ladies’ electric razor 
now in 3 beautiful pastels: petal pink, powder bive 


or 


co 


cameo ivory. Legs and underarms stay silky-smooth 
longer. Quick, easy, powerful AC. Attractively boxed; 
leatherette travel case. $3.95 ppd., guaranteed. Write 
lor choice: pink, blue or ivory. Check or M.O. Only 
from Mrs. Fields Shopping Service, Dept. YS4, 


237 Huguenot St., New Rochelle, N. Y. 





LOOK. 


JOY BEAUTY WITH 


sanies!® New patented JANIES 


help control gravity, prevent 4 
feet from sliding, correct 
ugliness by holding feet neat 
ly centered within confines 
of shoes! BEFORE AFTER 
—) toss TT] « « « ENJOY COMFORT WITH JANIES! 
\ ion _ New JANIES_ provide the cushioned 
v 
**feel’’ of platforms in single-sole shoes; 
help prevent slipping heels; toes protrud 
ing n a shoes; hurting in closed 


shoes 





ae you ten times their cost! 


Black, Brown, Red, White or 








New Service 


Kh 
Sk 


any height, any thickness— re 9s. 
inestone heels furnished and affixed—$1 
ND SHOES AND PAYMENT 


JANIES newonn ss, new yori 


Navy. STATE SHOE SIZES 
essoat ae AND) COLORS WANTED 
See MONEY-BACK GUARANTFE! 

: Broken Heels duplicated and Pa 
placed. Any color, 


ENJOY ECONOMY WITH JANIES! 
erm artee New improved JANIES are effective in 
——— > ‘~All shoes, all heel heights. JANIES will 


t double the useful life of your shoes, sav- 
t 
\ 


NIES are only $1.25 a pair, plus 25¢ 
a or 4 pairs for $5.00. In Grey. 


returned ce wut artes 





€) PLATEN PEP» SAVES 








st 


It 


wear, 


ta 


ationery, ribbons, carbon paper, stencils, offset mats 
Lessens repairs, replacement of platens, parts, type- 
writers. Promotes typing comfort, better productivity 
is guaranteed to make platens NQN-SKID: less 
longer life, more serviceable. Test it for 7 days 
before you pay—then send only $1. plus postage, sales 
x—if satisfied—if not return. NO OBLIGATION 


Prepare today for the great savings 


Div. AA1, 15115 Lanning Ave., Lakewood 7, O. 


TESTED PRODUCTS CO. 














—————— Simplest, fastest, nicest-looking 
POCKET ADDING MACHINE on the 
Hy | market! Adds or subtracts numbers 
| to 999,999,999. Imported from 

West Germany Has fine custom 
finish like expensive German cam 
eras. Comes in beautiful leather 
etui! For busy women of today 
this accurate, easy-to-use, handy 
and economical computator is ideal 
ii) Each only $5 from The Somerset 
Overland Co., Dept. 3c, James St.. 
R.D. 6, Somerset Pa Satisfac- 
tion.or money back. 














Here’s What You DON’T Learn in School! 


Yes, here it is, girls: 1959's ‘101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 


Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 














An Album for Your 
Achievement Certificates 


Just as a picture album enhances and 
preserves your favorite photographs, so 
the Gregg Achievement Record Album pro- 
tects and displays your valued certificates 
of achievement. You can mount your cer- 
tificates for shorthand, typewriting, and 
bookkeeping. 


Order yours today from the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street, New York 36, N. Y. One costs 25 
cents; a dozen only $2.50. 











Collapsible Photo Locket on gold- 
plated bracelet, with genuine mustard 
seed encased in Lucite pendant. Just 
press hidden catch, and the photos un- 
fold into four-leaf-clover design. Pic- 
tures of loved ones are always near. 
The mustard seed is a symbol of faith 
that has helped guide thousands. A 
wonderful Easter gift. Just $3.98, 
postpaid, tax included, Duro Special- 
ity Co., Dept. TS-4, 22 West 48 Street, 
New York 36, N. Y. 


Hot-Plate Baby Diner is an ideal 
baby-shower gift. It has inward slant- 
ing sides to give true scoop design. 
Tapered base has a strong suction cup 
to anchor Diner to any size of high- 
chair tray. Molded of tough, lustrous 
acetate plastic in shock-resistant heavy 
section. In pink, blue, mint, and maize, 
$3.50, postpaid, from Everett A. 
Anderson, Dept. 117, Box 3, Wheeler, 
Oregon. 


Car-Mac Key-Chain Coupler sepa- 
rates with ease, so you don’t have to 
leave all your keys in the ignition when 
you put your car in a_ parking lot. 
With this attractive Golden Crest 
coupler, you can uncouple your ig- 
nition key without stopping the motor, 
yet the coupler never comes apart 
when you do not wish it to. Approved 
by AAA. Comes in gift box. Just $1, 
postpaid, Gaylord Wood, Dept. TS- 
248, Fort Lauderdale, Florida. 


Calypso, an exciting game for three 
or four players. It started in Trinidad, 
swept into England, and now invades 
the home front. Easy to learn, it’s 
played with 4 decks of cards. You 
play for tricks, plot bluffs, meld—and 
await your turn of luck. Set includes 
4 decks of plastic-coated Calypso 
cards, score pad, board, markers, and 
rules; $4.98, postpaid. Mrs. Dorothy 
Damar, 809 Damar Building, Newark 
5, N. J. 


Egg ’n Buttercup, individual hard- 
glazed ceramic server. Keeps eggs, 
melted butter, and other hot foods 
warm. Keeps salads crisp, cold butter 
firm. To keep foods warm, just pour 
boiling water into handle opening— 
food is surrounded by wall of heat. 
Pour ice water into handle to keep 
cold foods cold. Cup is 4 inches wide, 
2 inches deep; handle is 1% inches. 
In cheery yellow. Just $2.49 a pair; 
four for $3.95, ery Suburban 
Studio, Dept. TS-4, 217 Third Ave- 
nue, Maywood 29, Sinads 


Plant Holder for prettier windows. 
This decorative shelf is made to fit 
wood window frames 25 inches or 
more wide. Flange fits over the sill, 
legs adjust and act as braces. Accom- 
modates five plants and permits nor- 
mal window operation. $2.39 each, 
three for $6.39, postpaid. Geri Distri- 
butors, Dept. TS-4, 505 North Ervay 
Street, Dallas 1, Texas. 
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L074 A detachable yoke dickey adds a fresh white touch to this suit-dress. In warm 
weather, the dickey can pop out to be replaced by your favorite twisted rope neck- 
laces. Interesting bias trim on hips. yoke. and cuffs gives this outfit a truly profes- 
sional look. Sizes 11 to 15 and 12 to 18; 50 cents. 


1078—Here’s a simple-to-make jacket and dress ensemble that will make any boss 
or beau—wonder how you can afford to look so chic. Dress has detachable Peter Pan 
collar and short sleeves, Sizes 11 to 15. 12 to 18; 50 cents. 


1041—This three-piece suit would be perfect for Easter (and later for any spring 
job-hunting expeditions). Bus-boy jacket has detachable white collar and cuffs. 
Underneath is a simple, jewel-neckline blouse. Sizes 12 to 20; 50 cents. 


Simplicity Patterns are available at most variety and department stores. 
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(Continued on page 47) 




















This is the kind of work that wins Certificates and Awards 
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BY FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 


HERE IS STILL TIME for you 

to test your skill and proficiency 
in typing and shorthand-—still time 
to win the beautiful certificates and 
other awards available for success- 
ful accomplishment. Take one hur- 
dle at a time. Set up your goal. 
Measure the distance. Train, Get 
set on the mark. You’re off! 

Up the track to capture the jun- 
ior awards in shorthand—60, 80— 
and in typing—30, 40. Around the 
bend of the track now with another 


spurt to catch the shorthand awards 
for 100, 120, and typing awards 
at 50 and 60. Then down the home 
stretch to the cheers of the teacher, 
the class, your friends, who have 
admired your grit, your stamina, 
your accomplishment! 

With these awards and the other 
laurels you have won thus far in 
your scholastic career (member- 
ship in the OGA and the OAT, 
speed awards on three- or five- 
minute shorthand speed tests, five- 
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minute typing tests, and Bookkeep- 
ing Certificates I, II, II], and IV), 
you can concentrate on the final, 
most inclusive awards offered in 
the secretarial course—the four 
tests for mailable transcripts: 


Transcription Progress—Award I 
—15 words a minute transcription 
speed 

Transcription Accomplishment— 
Award II—18 words a minute tran- 
scription speed 








Transcription Accomplishment— 
Award I11—20 words a minute tran- 
scription speed 

Transcription Proficiency—Award 
I1V—25 words a minute or higher 
transcription speeds 


THEN, IN CASE YOU HAVE one of the 
beautiful Achievement Record Al- 
bums, you can mount your certifi- 
cates in it. What a grand and glori- 
ous feeling it is to thumb through 
this attractive album and recall the 
work you did to pass each test. 

Take the album with you when 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


40) 


you apply for your first position. 
The certificates in it will arrest the 
attention of the employment man- 
ager and will be an eloquent testi- 
monial of your industry, applica- 
tion, proficiency, and skill. If you 
are a beginner, you will be glad 
that you had the foresight to pro- 
vide yourself with this evidence of 
your school record and _ training, 
especially if you think that first 
interview is going to make you a 
little jittery! 

Many secretaries are now taking 
the tests, too. Recently one of them 


wrote, saying, “These tests remind 
me of my school days when one 
session a month was set aside by 
the teacher for the Gregg tests. | 
won the 140 pin in shorthand and 
the 70-word pin in typing then. | 
am trying for the 160 in shorthand 
and the 100-word certificate in 
typing now. I was a little rusty 
after five years, but practicing for 
the OGA. CT, and higher certifi- 
cates has helped me enormously.” 

How many of the tests will you 
qualify on this month? Enough to 
fill your Album before vacation? 
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[Current Date] Words 


Miss Frederica Lawrence, Osborne and Wilson, _ 9 
Inc., Law and Finance Building, 415 Seventh Ave- 18 
nue, Pittsburgh 4, Pennsylvania. 24 

Dear Miss Lawrence: I know that you willbe glad 3 
to learn that the Businessmen’s Club of our city is 44 
planning to sponsor another Boss-Secretary Lunch- 55 
eon. I believe that you, as president of the Na- 64 
tional Secretaries Association, will be interest- 73 
ed in seeing a copy of the announcement that we _ 33 
are distributing to each of the 412 members of our 93 
Businessmen’s Club. Last year, 128 men and 132 sec- 103 
retaries attended our luncheon—four men who could 113 
not attend sent their secretaries to represent 123 
them! We anticipate an even larger turnout this 133 
year. If you wish, we can arrange to send you pic- 143 
tures of our luncheon and give you some indication 153 
of how our “surprise program” works out. Very sin- 163 
cerely yours, Arthur F. Dickinson, Special Events 173 
Chairman AFD:urs Enc. 177 














_—_ ANNOUNCING: 





BOSE-SPOMELARY UNC REOM 


als ’) 
~<a Cia 


ator, 1955 “we 
Crystal Roam, the Miller House | U7 ~ 
Occasion >] We Honor Our Secretaries / 


Reservati ons? Absolutely ; J 
=. / 





Each year, for the past three, the memebers of our Business- 
men's Club have, paid tribute to Nationgl Secretaries’ Week 
“by holding’a spec luncheon. Thig yeer-egeia we are plan- 
©) (7A t~ z 

“ning to pay tribute} to the young, women who work with us so 
efficiently all the rest of the year. We are planning an 
excellent luncheon with a surprise program: We wi ter 
the names of all the bosses present a hat and 

speak briefly for all of us, and his ens —_ 
spond for all of them. Tt how AAMAS fa 


It is very ae ae we have every reservption in my 
hands not later than 25; won't you /therefore,)please 
fill out and return to meat once, in the closed enve- 
lope, the blank below. Remember, we are 4ounting on your 
coming to the luncheon. 







places for me at ate 


luncheon. I am enclosing payment ($2 per person) in the 
emount of $ ° 


Please reserve 


Secretary's name: Boss's name: 





Firm 
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OAT 
JUNIOR 


Arrange this as a two- 

paragraph letter—any style. The 
word count given will enable 

you to check your production time.This is 
not a speed test, however. Type 

for (1) neatness and (2) good place- 
ment, and (3) for accuracy 

no strikeovers or typographical 
errors. (4) Indent properly, and put 
double space between paragraphs 
even in single-spaced material. (5) 
Be sure to spell and punctuate 
properly. 


Copy may be retyped as often 
as you wish. Then send us the 
best specimen you type 





ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by cach candidate. * April 
copy is good as membership tests for 
OAT, CT (page 42), and OCGA awards 
until May 20, 1955. 











OAT 
SENIOR 


Senior candidates must 

type this month’s complete production 
project—the Junior Test letter, as 
well as a corrected copy 

of the luncheon announcement (the 
rough draft alongside), which is to 
accompany the letter. Be sure to 

make all the changes noted 

and to correct any unmarked errors 
that you catch. 


Use plain paper for the 
announcement; a letterhead for 
Mr. Dickinson’s note, if you prefer. 


You may practice the copy 


until your specimen 
represents your very best work. 
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APRIL 


COMPETENT 





TYPIST 


TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





Words 


No matter what you are selling, 
whether it is gold bricks or your heart 
or stock, your basic problem is knowing 
when to ask the customer to sign on 
the dotted line. If you ask him too soon, 
he may say yes, but he is more likely 
to say no, and to say it definitely. If you 
wait too long, of course he will say no. 
It is a matter of timing, and it is a criti- 
cal matter at that. 

There is a best time to do everything. 
The fellow who proposes to his sweet- 
heart in the middle of an exciting drama 
on a television program has about as 
much sense of timing as does the sales- 
man who walks into the office of a pros- 
pect, sticks an order book under his 
hand, and asks him to sign before he is 
told what he is buying. There is no 
definite way to know exactly the right 
time to press for a signature; but there 
is a time in any sales presentation when 
the interest of the prospect is at high 
tide. The art of selling is the art of 
gauging the rise and fall of that tide of 
interest. 

To the alert salesman, the facial ex- 
pressions of the prospect, man or wom- 
an, give some indication of his interest 
and feelings about the proposition. A 
slight movement of the lips, a narrow- 
ing of the eyes, the lift of the eyebrow, 
the locking of the jaws all have mean- 
ing to the salesman who has studied 
personality closely—just as much 
meaning as the nod of the head or the 
shrug of the shoulders or the glance 
at the watch. 

Many a salesman has marked his suc- 
cess by noting especially the symp- 
toms of resistance and watching for 
them to waver and relax. The man who 
drums his fingers on the desk top is 


6 
14 
22 
30 
38 
46 


310 
317 


Words 


fighting; the man who leans back in his 
chair and grips the arms tightly is 
fighting; the man who looks happy 
when a chance interruption comes 
along is fighting; the man who fiddles 
with his watch chain or stirs about for 
a pipe cleaner in his desk drawer is 
fighting; the man who looks out the 
window as you speak to him is fight- 
ing; and the man who does these things 
and gradually ceases them is being won 
your way. 

It is a fundamental fact that the per- 
son who leans toward you physically 
is doing so mentally; so, watch for and 
encourage, if you would sell, the symp- 
toms of leaning into the sale. There is 
the woman who leans across the coun- 
ter to catch the soft words of the sales- 
clerk, the girl who leans forward to 
catch a word of flattery, the man who 
leans forward to put the ignition key 
into the slot on the dashboard of a new 
car. There is the businessman who leans 
across his desk to receive the sample or 
accept the order book, the booklover 
who leans to look at the picture or para- 
graph that you point out. The time to 
try for a close of the sale is when your 
prospect is leaning toward you, not 
away from you. 

So, by and large, good sales devices 
are ones that bring the prospect in your 
direction—he reaches toward you for 
an object, leans toward you to hear 
your words, as his interest is whetted. 
Many sales experts have likened the 
process of a sale to the movement of a 
pendulum. At first the customer is far 
away from you, leaning backwards and 
fighting hard to stay in that position; 
but gradually your persuasion takes 
effect, pulling him toward you. 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Michael Chester 
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TRANSCRIBING SPEED PRACTICE 


The material below is the same as the C.T. Test across the page, and it is provided so that you can test and c 
from shorthand. Compute your rate on this word-counted material in the same 





ympare your speeds of typing from print and 
way you : when typing the C.T. 
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Trouble’s Wild Ride 


TROUBLE -- _—-5 i. iF om _/ OC 
ai ee ee 
teeres'L 
7 ee ae a 2 ae 2 CK o 


, a 





BY ELSIE LEFFINGWELL 


hi a PO cece taal 
« tat ge wy a 


9 The next''few seconds were a nightmare, 
i ae i 
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A oD ia ie 
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a orthand? You can probably speed through this page, which is based on Chapters One through Six of the Manual 
ial counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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Try Underwood’s new chip-resistant nail polish, ‘Underwood's Red” 

* free! Beauty consultants styled it for secretaries. Brilliant red stays 
oerolarues on and on. Type us a letter on your office stationery, asking for it: 
§ @ Underwood Corporation, Dept. T, One Park Avenue, N. Y., N.Y. 








/ i 
) 
underwood 
| THE NEW UNDERWOOD 150 


IS THE TYPEWRITER DESIGNED TO KEEP 
YOUR HANDS LOVELY TO LOOK AT 


Two important improvements make the new Exclusive half-moon keys: Formed 
Underwood 150 the typewriter most wanted to fit fingers. Half-moon tops mean 
by the girls who make business hum. Under- > fingernails never touch the keys. No 
wood has always been designed with the user more worry about short unfashion- 
in mind. That’s why it’s so good looking and able fingernails, chipped nail polish! Exclu- 
has so many extra features to make turning sive touch tuning: Stubborn typewriter keys 
out crisp clean work practically automatic. often give girls rough, widened fingertips. Un- 
Now, look how Underwood and Underwood derwood’s touch is kitten-soft. 28 easy-to-set 
alone helps you keep fingernails and hands touch variations! You choose touch to suit fin- 
lovely to look at, lovely to touch! gertips, always look fresh from the manicurist! 
. 








Telephone your Underwood man and ask to see the new Underwood 150. Get the 


’ 
Ou | number from the yellow pages of your phone book. .3*%Z7/, 
' vy. 


{as 
V's 





UNDERWOOD GRAYED 

toys 
Jerw d Salutes America's Secretaries “ore 
Nationa Secretaries Week, April 24-30 


CORPORATION 


s 
405 gut 


ONE PARK AVENUE, NEW YORK, NEW YORK 
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WALLET SIZE PICTURES 


25 of your Graduation portrait 


FROM THE ORIGINATOR OF WALLET PHOTOS 


That's right . . . TWENTY-FIVE wallet size copies 
of your graduation picture, ideal for giving 
friends, relatives and classmates or for college 
applications. Made on finest silk-finish double- 
weight paper for permanence and beauty. 


And . . . when you order only 25 wallet photos 
from LARGA- Pic you automatically become a 
member of the Charlie Applewhite Fan Club. You 
will receive an official membership card and an 
t+ aguas FULL COLOR PHOTO of Charlie 
imself. 


Send ONE DOLLAR with your finished graduation 
picture or glossy print of om size. Your original 
will be returned unharmed with order in a very 
few days. Minimum order: 25 pictures from one 
pose. Satisfaction guaranteed or your money back. 








LARGA- PIC, sox z. 14, Brookline 46,Mass. 


Please enroll me in Charlie Applewhite's Fan Club. 
fam enclosing §.................... for. Larga-Pic 
Wallet Photos. | will also receive a membership card 
and FULL COLOR PHOTO of Charlie Applewhite. 














name. ACTUAL SIZE 
Address. <4 OF PICTURE 

; 22 x 32 
EES etn Ee Zone ....... RUD csciaiistestenanci 
















































How to Make 
INYISJeLe 
Erasures 








With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 


RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


$1775 


PLUS Tax 





PRICE INCLUDING 
NEW TELESCOPIC 


Colorful plastic holder EYEGUIDE 


uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


~f— YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
1068 S$. Clinton St., Syracuse 4, N. Y. 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 

















EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you o 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten doys, 











Washington 16, D. C 


46 TODAY’S SECRETARY e April, 1955 





RITE-LINE CORP. 4209—39th Street, N.W. 





SPRING 
TIRED COMPLEXIONS 


(Continued from page 30) 


TONIC FOR 





you can hide them by running your 
rouge up under your eyes. And, on 
those certain days when your face 
seems all washed out, try carefully 
smoothing a bit of light cream 
rouge all over your face. Of course. 
just a little must be used, 
must be blended carefully; 
result will be a pretty, 
plexion. 

6. Keep make-up as natural 
possible. Unless you have dark hair 
and coloring, avoid the vivid 
shades. Don’t exaggerate your 
make-up—particularly your lipstick. 
Follow 


and 
but the 
lively com- 


your natural mouth lines 
as much as possible, and carry 
color from corner to corner. If you 


feel you must extend the color a 
bit, follow your lip outline, keeping 
the fullest part of the lips in har- 
mony with your nostril lines. 

7. Your eyes are important and 
deserve some discreet a 
Mrs. Klinger likes the effect of : 
single line of eye-shadow i 
with a lipstick brush to the lids 
just above the lashes. Blend the 
color slightly at the corner of the 
lid. Try it. We found the effect 
most flattering. 

§. Another suggestion for pretty- 
ing eyelids is to dab on a drop of 
baby oil. Just a bit gives your eyes 
a soft, dewy sheen. 


i hi ii i i i ee ll i i a ee 


Free 
Analysis 


Georgette Klinger will send free 
personal advice on individual skin 
problems to each Topay’s SECRE- 
TARY reader who sends her a 
stamped, self-addressed envelope. 
She will send you a skin chart and, 
when you have filled it in and re- 
turned it to her, she will analyze 
your problems and recommend a 
program of individualized care to 
help restore a clear and glowing 
skin. In addition, she will include 
a free trial size of her Cleansing 
Lotion in the type formulated for 
your particular skin. 

Send your requests to Mrs. Geor- 


gette Klinger, Georgette Klinger 
Inc., 509 Madison Avenue, New 
York 22. 


ANA oO 


on - 


meen 








ah 





ng 
de 
ng 
for 


or- 
ger 
ew 


i 


THE SATO SMILE 


(Continued from page 38) 
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Where is it? VS. 


Here it is! 
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LET Graffco SIGNALS 
HELP YOU CARRY THE LOAD | esas wa 


Every day goes smoother when you saz 


(Fer. /e$0\ 480 | 
rely on Graffco Signals and Maptacks. “ iat 
"> "hom 


Always there to remind, 
Nu-Viz Meta! Signals 


the way. 
tor “Visible” Records 


And there 


} Nu-Viee Metal Projecting 





2 








alert and point 


is the right kind and color 








+- _ 


for every possible need. See them all by [si \% 

writing for free color folders on Graffco aes 
iene 

Products. _— 

! Coluare! Transparent Signats 

| for “Visible” Records 





At your Office Supply 
Dealer ose OF 
GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenue 
Cambridge 40, Mass. 
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SUBSCRIPTION SPECIAL 


For a limited time you may receive one of the follow- 
ing important self-help books free with your new or 
renewal subscription to TODAY’S SECRETARY ... 
check one . 





TODAY’S SECRETARY 
330 West 42nd Street, New York 36, N.Y. 


Please enter my subscription to TODAY'S SECRETARY and 
send me the popular bonus book | have checked: 


20,000 WORDS... Spelled, Divided, Accented. The 
transcriber’s most essential reference. Standard equip- 
ment for thousands of career secretaries. 


5,000 MOST-USED SHORTHAND FORMS ... in 
Anniversary Gregg . . . ao valuable review, refresher, 
reference. 

] New subscription [_] Renewal subscription 


for [_] One yeor..$3. [_] Two years..$5. [_] Three years..$6. 


[_] Remittance enclosed [) Bill me 
Nome 
Address. 
City Zone State 
Firm name... Position 


Is Firm Name to be included in address? [| Yes { ] No 


(Foreign and Canadian postage, 25 cents a yeor additional) 
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when you clean typewriter 
type with NEW 
A.W.FABER 


& 
TYPE CLEANER 





No more hard-to-remove gook on your 
fingers when you clean your typewriter. 
New A. W. FaBerR Plastic Type Cleaner 
comes in exclusive individual _ strips, 
quick and easy to apply. Simple, safe, 
cleans ink, dirt, grime. 

Simply place a strip lengthwise across 


the type, press firmly, then lift off. Re- 
peat application over entire type area. 


Discard used strip. Next time use a 
fresh one. 
No unpleasant fumes. No messy 


molding to try to hide the soiled portion 
of a big gob of a cleaner. 8 strips for 
8 cleanings. Modern, economical, saves 
time and tempers. 


Get a box today. Insist on the 
A.W.FaBER brand. Accept no substitute. 
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THE CASE OF THE THREE-HANDED SECRETARY 


(Continued from page 7) 





Miss FRANKLIN’s Jos of explaining 
to Harriet was not easy. She had 
enough tact and know-how not to 
“rub it in” that she ( Miss Franklin ) 
had carried two jobs while Harriet 
was away, all within the normal 
working day. 

No; she used an entirely differ- 
ent approach, emphasizing that, in 
looking over Harriet’s work, she 
could see how beautifully it was 
done (and it was). She also com- 
mented on the excellence of her 
shorthand notes—they were so easy 
to transcribe. Then, she got into 
the meat of the problem: 

“I don’t think I did too good a 
job, Harriet, in explaining to you 
the various aspects of this job. You 
see, we must delegate work that 
is not confidential. For example, 
this duplicating -work should be 
turned over to the transcribing de- 
partment. (She. didn’t say could— 
she wanted it to be definite.) You 
can assign rough drafts to some 
of the typists; and, in an emer- 
gency, you could even turn over 
your shorthand notes to be tran- 
scribed, too.” 


As PLANNED, Miss Franklin told 
Harriet that she was going to stay 
with her for a day or two. She 
asked Harriet to tell her what work 
she, Harriet, must do, and what she 
could delegate. As the day pro- 
gressed and Miss Franklin helped 
Harriet make these decisions, Har- 
riet exclaimed, “My goodness, if I 
get rid of all that. I won't have 
enough work to do!” 

“Oh, yes, you will, Harriet. You'll 
be able to plan and organize your 
work better. You'll be able to do 
some long-range planning, not just 
from day to day. You'll be able to 
help the men with more of their 
projects, and you'll have time to 
think.” 

Miss Franklin spent part of the 
second day with Harriet and em- 
phasized other things experienced 
secretaries are apt to know: 

Put first things first! There are 
varying degrees of urgency. (Har- 
riet didn’t realize this.) An urgent 
matter is something that loses value 
if it’s not completed right away. 

A secretary's day cannot follow 
a specific schedule—too many’ in- 
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terruptions and unexpected situa- 
tions come up. She can, however, 
anticipate some unexpected tasks 
and leave time for them. She must 
also be aware that there are cycles 
of activity. Some tasks, such as 
answering the telephone and han- 
dling mail, are performed regularly, 
Some are performed occasionally— 
monthly, or even semi-annually, 
And some tasks are performed only 
once a year, such tasks as address- 
ing the boss’s Christmas cards or 
compiling records for his income- 
tax report. 

As Harriet followed Miss Frank- 
lin’s advice, she became a happier 
girl and, much to her surprise, she 
turned out more and more work, 
and very easily, too. 


IF, IN YOUR JOB, you find the work 
load beyond you, analyze the situ- 
ation to determine wily. If you do 
all you can, in line with good work- 
ing procedures and good organi- 
zation, yet you constantly run be- 
hind schedule, discuss the prob- 
lem with your boss. Don’t wait for 
tears or chaos! 





Words 


(Key to teasers on page 23) 


HYPHENS WANTED 

1. two-thirds; 2. father-in-law; 4. self- 
sacrifice; 5. re-cover; 6. fifty-seven; 8. un- 
American; 9. well-drawn. 


ACCENT CHANGES MEANING 

1. (a) ab’ stract, (b) ab-stract’; 2. (a) di’ 
gest, (b) di-gest’; 3. (a) in’ valid, (b) in- 
val’ id; 4. (a) ref’ use, (b) re-fuse’; 5. (a) 
at’ tribute, (b) at-trib’ ute; 6. (a) in’ cense; 
(b) in-cense’; 7. (a) en’ trance, (b) en- 
trance’; 8. (a) proj’ ect, (b) pro-ject’; 9 
(a) prod’ uce, (b) pro-duce’; 10. (a) rec’- 
ord, (b) re-cord’. 
WHAT ARE THE NEGATIVES 

1. dis; 2. im; 3. un; 4. in; 
7. il; 8. dis; 9. in; 10. un. 


5. dis; 6. un; 


IS IT “Y,” “I,” OR “IE"? 


l. i; 2. y; 3. y; 4. i; 5. y; 6. i; 7. i; 8.1 
9. y; 10. ie. 
SAY IT RIGHT 

1... . she doesn’t .... 2. I ought to 
be going. 3. She said to me... . 4... 
this piece... .! 5... . creamed chicken 
5 Sa Mes OO TORE ce . operat 
on my father... . 8. Regardless of his 
cold ....9.... seldom, if ever, .--: 
10.... that there is.... 
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OFFICE 


SHOPPING CENTER 








Kleen-Type is a brand-new typewriter- 
type cleaner that completely eliminates 
the mess usually associated with that job. 
Just press a Kleen-Type strip on the roller 
of your typewriter, set the typewriter for 
stencil, and type away the dirt. Can be 
used on any typewriter. Adhesive clean- 
ing strips are reusable, they do an amaz- 
ing job of cleaning keys and you abso- 
lutely avoid soiled hands. Just 79 cents 
for box of six strips (five weeks’ supply, 
if you clean type daily). At your local 
stationer’s or your local Underwood Of- 
fice Supply Dealer's, or from Konkord In- 
corporated, 11 West 42 St., New York 36. 





Marken Transparent Typewriter Bail 
has been improved by a new method of 
reinforcement, and the number scales are 
now electrochemically engraved. The bail 
can be installed in minutes to replace the 
solid metal paper-lock bar on most stand- 
ard makes of typewriters. The Marken 
bail gives typists crystal-clear visibility at 
all times, for straight typing, tabulations, 
copy writing, additions, etc. Write to J. J. 
Kennedy Corporation, Dept. TS-4, 20 
Henry Street, Byram, Connecticut. 





Free Offer. The Heyer Corporation of- 
ters each of you TS readers a free bottle 
of specially formulated Heyer Hekto Ink 
Remover so that you can test it without 
cost or obligation. Available in cream or 
liquid and pleasantly scented, Heyer 
Hekto Ink Remover is simply rubbed on 
ink-stained hands and rinsed off, leaving 
hands clean and soft! It performs with 


equal ease in removing stamp-pad ink, 
carbon, and other stains. The secret to its 
gentle action is the rich lanolin base that 
never irritates the skin. Available in 
tube, bottle, or jar at your local station- 
ers. For trial bottle of Heyer Hekto Ink 
Remover, write Heyer Corporation, Dept. 
TS-4, 1864 S. Kostner Ave., Chicago 23. 





Kodak Verifax Printer, Type I, gives 
photocopies up to 8% x 11 inches in less 
than a minute, has several unusual fea- 
tures. Facilities are built into the printer 
for storing 100 sheets each of light-sensi- 
tive paper and of print paper. Automatic 
timer may be set for desired exposure. 
Ingenious squeeze-bottle siphon permits 
weekly change of fluid without disturbing 
printer, although section holding activa- 
tor fluid can easily be removed for rins- 
ing. Operates on any 110-volt A.C. or 
D.C, line. Comes in two-tone gray plastic 
and weighs only 24 pounds. For full de- 
tails, write Eastman Kodak Company, 
Dept. TS-4, Industrial Photographic Di- 
vision, Rochester 4, New York. 





New IBM Type 83 Sorter is a high- 
speed punched card sorting machine. 
This rapid-fire Sorter takes a stack of 
1,200 punched cards, mixed in random 
order and, at the rate of 1,000 cards a 
minute, places them in numerical or 
alphabetical order. This is roughly the 
equivalent of a super card shark taking 
an ordinary deck of playing cards and, 
in three seconds, arranging the entire 
deck in order by suits and spots. An edit 
switch rejects cards that do not conform. 
For additional information, write Inter- 
national Business Machines Corporation, 
Dept. TS-4, 590 Madison Avenue, New 
York 22, N. Y. 
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That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver ma- 
chine, never heard of 
EraserStiks. They weren't 
invented in her day. 


But today’s modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


*For best performance 


expose rubber point 
about 3/16”. 
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Here's how to use 
WALLET SIZE APPLICATION PHOTOS 


You can win lasting friends and find advanced business 
opportunities by using these popular wallet copies of your 
favorite portrait or photo. Wonderful as gifts between relatives, 
as gifts to high school and college brothers and sisters (from 
their portraits) and as pictures for use on employment resumes 
and when answering help wanted ads — You receive FREE, 
three full pages — a one-page sample resume and two pages 
of instructions to help you prepare your resume to get the 
better position you deserve — Your original portrait or photo 
returned unharmed with 20 top quality 2% x 3% silk finish, 
double weight photos and FREE sample resume for $1. 


20 FOR $1— You'll love your pictures or money returned. —50 FOR $2 


i ' 
APPLICATION PHOTOS, Dept. 21 20 | 

| Box 271, Salem, Mass. 

| We enclose portrait or photo and $ FOR | 

l wallet photos and free sample resume and instruction sheets. $1 | 
NAME _—— —— Stee ees | 

| FROM 
ADDRESS _ —— a a a | 

| POSE 

' a asia | 





Enroll in the 


University of Denver 


l-yr., 2-yr. and 4-yr. 


SECRETARIAL PROGRAMS 


Designed to prepare you for secretarial posi- 
tions at administrative and executive levels. 
By completing the four-year program leading 
to the B:S.B.A. degree, you can also become 
certified to teach business subjects in high 
school and college. 

For catalogue and other information, write: 


DR. EARL G. NICKS, Chairman, Dept. of Business Education 
Room C-306, Business Administration Building 
University of Denver, Denver 2, Colorado 




















Mas Secrelary: Clip this, place it on your Boss’s desk! 


EFFICIENCY-BOOSTING 
FILE-A-SIST 





; Work-saving File-A-Sist makes every filing job 
faster and easier. Hooks on any file drawer—left or right side. Holds 
letter and legal size papers. Green or gray finish. 

For Limited 30 Day FREE Trial Offer, clip 
ad, attach to letterhead and send to 


® 2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 








HER BOSS IS A “BIG. 


(Continued 





inspiration. “This idea came to him when he saw some 
boys racing their soapbox cars. One kid’s car had big 
baby-carriage wheels, and Mr. Lewyt noticed that this 
boy always went faster and farther than the others. 
Mr. Lewyt realized that, if big wheels could make a 
soapbox car move easier, they'd also be a big boom to 
the housewife in moving her vacuum cleaner around, 
Mounting sales figures have proved how right he was. 

“My boss is the winner of the Horatio Alger award,” 
Jane continued, “was 1950's Man of Distinction, has 
been Mr. Executive on the ‘Luncheon with Farrell’ 
radio program, knows everything that goes on in all 
his operations, and yet is never too busy to be 
pleasant.” 


But BUSY HE Is. Jane estimates that altogether he’s out 
of town about a third of the year. If he’s in the United 
States, he phones Jane at least once a day. He’s likely 
to ask what the bid was on a contracting job, if a ship- 
ment has gone out on schedule, or how Charley (the 
maintenance man) is feeling after his virus siege. Jane 
knows all the answers. 

When Mr. Lewyt is abroad, he sends Jane frequent 
cablegrams, and Jane mails him daily reports. When 
is this secretary busier—when her boss is in or when 
he’s away? 

“Actually,” she says, “it makes very little difference, 
except that Mr. Lewyt is awfully nice to have around. 
But I’m one of the rare secretaries who can do as much 
work when the boss is in his office as when he’s away. 
And this is because he never interferes with what I’m 
doing. He runs all his businesses by delegating author- 
ity to people he can trust to do a good job and then 
letting them do it in their own way. He’s very careful 
in making his choices; and, in the checkup on a project, 
he’s almost always proven right by the end result.” 

This is exactly the way he works with Jane. She 
adds. “When Mr. Lewyt arrives in the morning, I have 
his work so organized for the entire day that he rarely 
needs me—and so I’m left to attend to my own work.” 

On some days, Jane sees her boss only at noontime— 
when she serves lunch to him. This is another un- 
usual aspect of her job that delights her. Mr. Lewyt 
feels he can get more accomplished if he doesn’t have 
to run out to lunch. Near Jane’s office is a small, 
modern kitchen completely equipped with stove, 
refrigerator, and sink. Here she concocts various salads 
or egg dishes for Mr. Lewyt and sometimes for his 
guests. 

“It’s always a simple lunch,” she explains. “We use 
instant coffee and a darling toaster. I order the 
groceries over the telephone, and it takes just a few 
minutes. But it’s a pleasant break from paper work.” 

By coincidence Jane majored in home economics at 
St. Lawrence University. However, after only two 
weeks’ internship as a hospital dietician, she decided 
that vats of caramel and custard puddings were not 
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for her. And it was her post-graduate business train- 
ing, not her dietetics, that led her into the job with the 
Lewyt Corporation. 

Armed with typing and shorthand skills developed 
at the Eastman School of Business in Poughkeepsie, 
New York, Jane became secretary to a school principal 
and later to a physician. When she came to New York 
City, an employment agency sent her to Brooklyn and 
Lewyt. There she started as secretary to the head of 
the purchasing department and, after six years, was 
tapped by the president of her firm. 

She remembers his asking casually, “How would 
you like to be my private secretary, Jane?” 

Secretly thrilled, she replied almost as casually, “I'd 
certainly like to try.” 

She stepped right into the office adjoining Mr. 
Lewyt’s, was put in complete charge, according to her 
boss’s policy of delegation, and has not had a com- 
plaint since. She describes her boss as “very easy to 
work for, even-tempered, good humored.” 

Jane feels that the reason for her immediate grasp 
of a new job was that she knew the company so well 
before. She thinks that working for a large company, 
and especially such a progressive one as Lewyt, offers 
tremendous advantages in advancement, security, and 
personal challenge. 

Mr. Lewyt believes in promotion from within and a 
great many other employee benefits. To Jane, he 
shows his appreciation for a job well done by (as 
Jane describes it) “a pat on the back, but not enough 
to make the head swell.” There are, in addition, such 
tokens of his appreciation as a silk scarf, some fine 
jewelry, or perfume—which he brings back from his 
Paris trips. 


ALONG WITH VACUUM CLEANERS and a job well done, 
Jane shares her boss’s enthusiasm for travel. On her 
two-week vacations she has visited California, Ber- 
muda, and the Caribbean Islands. In Haiti recently, 
she found herself conducting a personal study of 
vacuum-cleaner popularity. “They're getting there,” 
she reports. She hopes soon to extend her vacation 
research to Europe. 


On week ends and holidays she often treks up to, 


her homeland in Vermont, where two of her sisters live. 
She loves New England, particularly at Christmas- 
time, and usually spends the holiday working with 
her sister Catherine, who is supervisor of Vermont 
Catholic charities. Together they tour the state, dis- 
tributing gifts to the needy. 

At home, which is a cozy Queens apartment, Jane 
likes to have friends in for exotic dinners, and enjoys 
playing the piano, redecorating as often as possible, 
watching television selectively, and reading all best- 
selling books. “And I love to keep my apartment spar- 
kling clean with my Lewyt vacuum cleaner—Big Wheel 
model!” she added, loyally. 








7— Now! A Sure Way) 
To Increase Your 
Shorthand Speed in a 


Few Half-Evenings at Home! 




















A Product of R.C.A.-Victor Custom Record Division 





The best pay goes to secretaries who can take down 
100-to-200 w.a.m. “‘spurts”’ of dictation as well as 
average speed. Keep up with your boss when he’s 
dictating his fastest and you'll be sure to get ahead! 


Chances are you do all right in taking down your boss’ average 
rate of dictation. But now you can keep up with his most rapid- 
fire “bursts of speed” as well . . . and get more money and satis- 
faction out of your job! 


Use the new DICTATION Discs! They increase your word speed at 
home . . . by your own phonograph . . . in as long or short a 
time per session as you may wish to spend. 


DICTATION DISCS are custom R.C.A. phonograph records that will 
bring your speed up to 120 w.a.m. or higher in the shortest pos- 
sible time. You can use them with any method of shorthand .. . 
written or machine . . . developing poise, rhythm, and accuracy, 
as well as speed. 


But the best thing about DICTATION DISCs is the EXTRA MONEY 
they prepare you for! If you order DICTATION DISCS .. . and use 
them faithfully .. .there’s a good chance you'll be able to pay 
for them in no time with raise money! So order your records 
today by filling out and mailing the coupon below! 


A Product of the R.C.A.-Victor 
Custom Record Division 


@ DICTATION DISCS are 12-inch records of unbreakable pure viny- 
lite. Each long play contains 45 minutes of dictation. 

@ Unsurpassed clarity of tone, each word distinctly spoken. 
Fully guaranteed against flaws and defects. 

@ Have been used by many leading schools and companies—Co- 
lumbia University, American Institute of Business, General 
Electric, etc.—in shorthand training programs. 





| 45 RPM Records Now Available! | 





DICTATION DISC CO., 509 Sth Ave., Dept. 108, New York 17, New York 


Peseeeoee eseeeaees, 
t ' 
§ DICTATION DISC CO. ALL SPEEDS! ; 
; 509 5th Ave., Dept. 108, New York 17, N. Y. : 
' 45 rpm 78 rpm 33s rpm LP ' 
' $1.75 each $2.50 each $5.00 each ' 
: No. 1 60 & 70 wam 0 C) No. 1 60 to 90 wam ; 
' C) No. 2 70 & 80 wam C) C) No. 2 70 to 100 wam ‘ 
5 No. 3 80 & 90 wam [ CL) No. 3 90 to 120 wam ‘ 
gp UJ No. 490 & 100 wam C) C) No. 4 100 to 130 wam 1 
a No. 5 100 & 110 wam ) Complete set $18.00 ' 
a ©) No. 6 100 & 110 wam 0 () Entire series $33.00 ' 
s (J No.7 110 & 120 wam i , 
a ©) No. 8 120 & 130 wam CJ t 
' Complete set of 12” Standard 78 rpm records $18 ' 
7 Complete set of 45 rpm EXTENDED PLAY on ae $12.50 ' 
1 ' 
=f NAME ' 
' ' 
a ADDRESS ' 
; city ; 
' Enclose check or M. O. (add 35c for postage) ' 
5 SPEED GUARANTEED OR YOUR MONEY BACK ' 
i" )ttrtrtrtrttststststststhststshssshsehsehthk ck ck kk kkk keke kL 
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Pencil of the year 


wites far Smoother 
asts far longer 


SEMI-HEA 


with NEW 
LANOLIZED LEAD 


Secretaries will marvel at these easier, 
smoother writing Semi-Hex pencils with 
new LANOLIZED LEAD. Easier to get 
work done — whether shorthand or gen- 
eral office work. 

Because it writes smoother, Semi-Hex with 
new LANOLIZED LEAD lasts longer. Our 
Carbo-Weld process makes its points break- 
resistant! 

Get these benefits at no extra cost... on 
a money-back guarantee. Get your supply 
of Semi-Hex with LANOLIZED LEAD... 
today! At leading stationers. 





Write us, Dept. S., for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-22/4-3-4 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 


TAKING THE GIANT STEP 


(Continued from page 13) 














The handiest gadget 


precision 
pencil 
sharpener 


During dictation sessions secre- 
taries will love the new Dux. In- 
expensive — razor sharp spare 
blades for a few pennies — will 
last for years. Available with or 
without the new ““Combi” tape 
dispenser base. 
Get one for home too 


FRED BAUMGARTEN 


Exclusive Imports 


675 Cooledge Ave., N.E., Dept. x4 
Atlanta 6, Georgia 






A perfect point 
with a twist 
of the wrist 








STAND-B THE VERY BEST VALUE # 
IN COPYHOLDERS 

@ Patented Knee-Action Grippers 
Hold All Copy Securely 


eS 


16°W x 12°H o"W « 16"H 


me ur v1 § « 
Copyholde Ribbon 


110 West 16th Street °° New York N.Y Cable. CURTYOUNG 


YOUNG CORPORATION 





Thorough knowledge of office practices, business Eng- 


lish, and the use of various office equipment is also a 
prerequisite. 

A good education will be an asset. If you have it, 
youre one notch ahead of any applicants who don't. 
Employers realize that an outstanding business school 
or college background not only increases skills and 
knowledge but adds poise and polish. 

Assuming that a secretary has all these assets— 
good education, top skills, excellent experience—does 
that mean that she will eventually get the coveted 
desk? NO! Personality is a major determinant 
and we don’t mean glamor, in the Hollywood sense. 
Personality represents the sum total of what makes 
you—YOU! Being well groomed, dressed in chic but 
businesslike attire, and having good voice modula- 
tion and correct speech, add to your personality. Di- 
plomacy, tact, and the ability to get along with others 
(which, incidentally, includes members of your own 
sex!) are necessary attributes. You must, furthermore, 
be able to work under pressure and to maintain your 
equilibrium even when the boss is in one of his rare 
moods. 

Are you saying to yourself, “Aha! I pass with flying 
colors! No demerits on anything, so far’? Can you, 
already, see your name plate on a desk in the presi- 
dent’s outer office? Well, slow down, gal... we have 
a few more hurdles before the end of the rainbow! 
Some secretaries never get the executive in front of 
their titles. 

Here are some of the secretaries executives won't 
even be bothered to interview. 


JOB-HOPPERS NEVER MAKE THE GRADE. These are the 
girls who change jobs so often that even the office 
boy never learns their names. One job seeker’s list 
of former employers was so long it resembled a tele- 
phone directory. Obviously, this type of employment 
background spells i-n-s-t-a-b-i-l-i-t-y. 

In the same category with job-hopping, comes too 
much one-sided experience. This may type a girl as 
a specialist and will not give her the well-rounded 
background she needs. She isn’t likely to be con- 
sidered for a top position in an unrelated field. 

“Problem Girls” hardly needs an explanation! These 
are the secretaries who are constantly running into 
conflicts with fellow employees. Those with poor work 
habits, such as tardiness and frequent absences, are 
never considered for advances. The girl who thinks 
she can flirt her way to the big job is doomed to dis- 
appointment. A real executive wants his business to 
remain business! 

How does one actually take the giant step that wins 
an executive secretarial position? If you have what it 
takes, you can reach this goal if you really want to. 
Naturally, “breaks” have something to do with it, 
but those who work the hardest always seem to be the 
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luckiest! The girl who never refuses to work overtime | ® oa . 

when a rush job must be completed, who turns in | it S time 0 change 
consistently superior work, and who is always pleas- | 

ant and businesslike, will come to the attention of the | 


executives. | 0 | 
If it seems that the opportunity to move ahead in | a (— “ 


a firm will not occur for a long time, it may be wise 
for an ambitious girl to look for another company | 
where she can attain her goal. 


MANY EXECUTIVE SECRETARIAL POSITIONS are available. 
Consult the want ads in newspapers and go to employ- 
ment agencies specializing in the fields you are inter- 
ested in. The best jobs are often obtained through em- 
ployment agencies, because agencies will carefully 
screen applicants, saving the employer's time. Execu- 
tives call on agencies to select three or four candidates, | 
from which they themselves may make a final selec- 
tion. Registering with a reputable agency should be 
one of the first steps in your search for the right job. | 
It is wise to prepare a resumé so that a prospective | 
employer can get a quick appraisal of your qualifica- 
tions before he interviews you. Because the resumé 
may either open the door to the job for you or keep | 
vou from even being considered, it is essential that 
it be properly written to present your data in a very 
effective manner. Secretarial manuals like Applied | 
Secretarial Practice, by Gregg, Fries, and Rowe, and | 
} 
| 
| 





The Secretary at Work, by Strony and Greenaway— 
most complete-course typing textbooks, too—will give 
Oo » ve’ > XE > = . TSs( al-dati ‘ ets. . . . 
you excellent examples of such personal-data sheet When last-aslunte changes come up, you'll be glad 
there’s a Del-e-tape ribbon in your typewriter. 
ads, for most employers prefer a short letter plus a_ | Because when you use Del-e-tape ribbon you can 
Diictin’d smal Yan cue alen ctl eaten of ene take out whole words and sentences quickly 
‘ = : — a pees , with Del-e-tape deleter. 


These resumés can also be used to answer newspaper 


resumé as follow-ups after an interview, to remind the | 
employer of your qualifications. | typing completely vanishes. No smudging, no 
As in any other field, the job interview is the de- | scrubbing with erasers, no crumbs to dirty your 
yy 
ciding factor in obtaining the executive secretarial | machine. Re-type on the same space without a trace 
Be . BES : . . of a change. You've done a better job in less time. 
position. Competition for these jobs is keen, and you 
el-e-tape types clean and sharp—is permane 
must be at your best throughout the interview. One Del-e-tape types clean and sharp—is permanent 
, ; in type. Fits all standard and electric 
wrong answer, one wrong question on your part, and | typewriters. 30-day money-back guarantee. 
you have cost yourself the job. One girl almost made Be convinced—order today! 
a $125-a-week job until she asked if the hours were 
9 to 5. Another girl lost out because she asked if she 
could make a personal phone call during the interview. 
Show the employer that you are eager and interested 


Just touch the liquid to the paper and— presto!— 


If your dealer 
cannot supply 
and, most important, that you are not afraid of work. you, use coupon 


After all, he is paying you a big salary and expects order form. 
something extra in return, 

Once you have made the grade and moved into the 
plush executive office, your job is only beginning. 








. ~~ — — — — — “MAIL THIS COUPON FOR TRIAL ORDER- — — ———-——-—- 
» ‘ > » ‘ ‘ > y 
Then you will have to prove that all the things you | | ema propucts COMPANY, INC. panes st \ 
have learned, all the attitudes you have developed, Sov Box 438, Hicksville, ‘ <a asia Standard Typewriters . 
r . ‘ lease enter our trial order for DEL-E-TAPE = = Each ........ 1.50 
all the personality traits you have nurtured, will be |; Risgon and DELETER. ye 
“le » * 1 
properly utilized to make you the efficient secretary Quantity Make of Typewriter Color Wom Electrematic =, 
' a as alae pohiet Weasel achines 
who is the pride of any executive. i PSOE 2 Each ones. $1 75 ; 
ee el ee ea i. Ory: DEL-E-TAPE Deleters. oan. eenve 
Like Caroline Chase, you will collect a substantial | , Del-e-tape DELETER . 
pay check, work in pleasant surroundings, and will . WOME... serccrsccccsececsceecoreossees $.50 Each $5.00 doz. | 
have the satisfaction of knowing you are doing a | 4 PYM NAME... ee eee eee ee eee see esses eee ee eens ; 
° ‘ ‘ . PD cdvcnncnapehab een ehins eeenetareerdouws Le predevedeeen D-1 
responsible job and doing it well. aegis Ra igs os gaa Naat ae tee eps ga 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


Blank Insert 


sus 9D VVOD_TYPERITE 


For Titles! 


INDEX TABBING With 
Pica Spaced Inserts!” 


Acc rately . , 
Sooced | ‘Saves 56% Typing Time 
| —s For on Typing 1, 2 or 3 Line Titles 





\ Typewriter Use.” e Typing is Faster, Easier. 
; i e Always On a Straight Line! 
fa : panies e Titles Are Neater, Cleaner! 
aN: .. e Ends The Need For Tedious, 
L AICO Fatiguing Soft Roller Work. 
i Exclusive! \ 








N 


DESIRED | 





Taariielarle 


‘See er 
~ NO SOFT ROLLER REQUIRED 





Ha 


~ y 


INSERTS ARE TYPEWRITER SPACED! 


The new AICO TYPERITE TABBING has 

blank inserts that are typewriter spaced which permits the 

use of the line space lever when typing titles. This ends the 

need for soft roller work when centering or positioning the 

titles on the insert strips. Just set the line space lever for 

1, 2 or 3 spaces and you breeze right through the job. 
Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AHH 97 Reade St., New York 13, N. Y. 


426 S. Clinton St., Chicago 7, Ill. 
INDEXES 

















FOR IMPROVEMENT OF NOTES! 
GREGG SHORTHAND CORRECTIVE SLIDE 


Use the “overseer” in your practice for better notes. 
Correct shorthand forms in bright red ink on clear cel- 
lulose acetate, when superimposed on your writing, will 
show every flaw in formation, slant, and proportion. 
Just what you need in your practice on the OGA tests! 


HANDY AID \ 


The Shorthand Corrective Slides are available in 

either Anniversary or Simplified Gregg. They are 15c 

each, or $1.50 a dozen. Help yourself to become a better short- 
hand writer by ordering a Slide today. 


GREGG MAGAZINES DEPARTMENT 


330 West 42 Street, New York 36, N. Y. 














for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
60¢ at all stationers 
















and typewriter dealers 








WHITE-COLLAR CROOKS 


(Continued from page 15) 





during the late afternoon rush and would alter 
the names on checks secured in this way. Morgan 
Barber Co., for instance, became Morgan Barberes 
Cole. Theo. Browne Pharmacy became Theo. Browne 
Bhasmacgo. Some of the names he chose came right 
out of Dickens and W.C. Fields—Appleton R. Cox- 
betner (nee Apple and Company), for example. 

The Sackstein case also demonstrates the necessity 
of demanding adequate identification before cashing 
checks for strangers. Sackstein took out fishing li- 
censes in the name of the payee of his stolen checks 
and used these for identification. He even succeeded 
in pulling this stunt three times in the same bank 
on the same day, using three different licenses! 


DATE ALTERATIONS have been used to cash “stopped” 
checks. One check, originally drawn in 1946 and on 
which payment was stopped, was successfully cashed 
in 1949 after alteration of a single figure. 

Counterfeiting calls for the skillful production of 
reasonably exact replicas of actual checks. It is one 
of the few types of check fraud requiring more 
than a minimum of equipment. Some so-called “safety” 
papers can be purchased on the open market to match 
actual checks. The counterfeiter then prints, or draws 
by hand, phonies that are often so perfect as to be 
indistinguishable from the originals. 

Some counterfeiters create original checks of their 
own. They may use the name of a legitimate bank 
or business firm, though the checks may bear no 
resemblance to the real ehecks of those concerns. 
Sometimes, however, the whole thing may be com- 
pletely fictitious. Checks have been drawn—and cashed 
—on nonexistent banks, signed with imaginary names. 
An unsuspecting department store in Memphis, Ten- 
nessee, cashed a check drawn on “The East Bank of 
the Mississippi,” and one confident swindler signed 
her checks “E, Normous Wealth.” 

Some forgers are so adept that even the person 
whose signature has been forged is unable to pick 
out the forgery. One forger was so skillful that gov- 
ernment experts could not identify the forgeries and 
refused to exhibit the checks in court lest they con- 
fuse the jury. 


A FORGER WITH AN UNUSUAL ANGLE was Solomon 
Bernard Heiman, who began his operation by steal- 
ing, of all things—bills! Then he forged checks to pay 
the bills. The checks were always in excess of the 
amount of the bills; and, for five years, he lived off the 
change from his forged checks. Using large checks 
to cover small payments is a common practice among 
check swindlers. Beware of the stranger who makes a 
small purchase and offers a check for considerably 
more than is needed to pay the cost. 

Among the leading check artists was Alonzo James 
Whiteman—“Jim the Penman”—described by the Pink- 
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erton Detective Agency as “beyond all doubt the ablest 
criminal in the U.S.” He went through an inherited 
fortune, amassed—apparently legally—a fortune of his 
own, served as Minnesota state senator, received an 
honorary degree from Hamilton College, and was al- 
most elected to its board of trustees. 

Whiteman perpetrated many magnificent swindles, 
which netted him more than a million dollars. His 
most outstanding case involved a haul of a mere 
$580 from a New York bank. Cunning enough to se- 
cure his acquittal, he then had the audacity to sue the 
bank for false arrest, and the bank was obliged to set- 
tle for an additional $3,000. Whiteman’s confidence 
ran so high that on one occasion, having spoiled a 
bank draft while attempting to alter it, he delib- 
erately burned part of the draft and returned it to 
the bank for redemption. 

Arrested forty-three times, indicted twenty-seven, 
convicted and sentenced eleven, Whiteman had spent 
only twelve months in jail at the time of his final 
arrest in St. Louis in 1904. At Auburn prison, he 
taught in the prison school—until it was discovered 
that he was teaching forgery! 


EARLY ATTEMPTS AT PROTECTING CHECKS included per- 
forating figures into the check with tiny holes, but 
this was not too successful. What had been punched 
out, could be replaced. Charley Becker, “the prince of 
forgers,’ for example, bought a draft for $12, which 
the issuing clerk sought to make safe by punching 
“$12$” in the top corners of the draft. Becker chewed 
paper to make it soft, restuffed the holes, washed 
off the written “twelve dollars,” substituted his own 
figures, and came up with a nice-looking draft for 
$22,000. 

Check-writing machines were devised to lick the 
problem by macerating the amount into the paper 
with indelible ink. Protected in this way, the figures 
became a part of the paper and could neither be re- 
moved nor altered. 

Development of a genuine safety paper came 
later. Todd’s Protod Greenbac is one safety paper 
that cannot be bought except in final check form, 
and it has never been successfully counterfeited. A 
rash of hidden “VOIDS” appears as soon as chemical 
eradicator is applied. 

Although the check protection industry has closed 
most of the loopholes, opportunities for check fraud 
still exist. Perfect protection still depends on the 
care exercised by check users. Checks must be drawn 
carefully and cashed prudently. You can’t tell a 
check crook at sight—a respected mother of three 
children cashed $10,000 worth of stolen checks; a 
minister forged $40,000 worth. 

Cashing bad checks is not a particularly skilled 
job. A psychological knowledge of the innate care- 
lessness of the average person, so far as checks are 
concerned, is the main requisite of the check swin- 
dler. It’s your money, and only you can foil the check 
crook. 











WITH THE Exctusive ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25° more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


‘ DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Samples sent only on request when 
letterhead of company is used. 


Department S$ 3 


KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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